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a demonstration 


For crisp impressions and clean copy, 
today’s secretaries insist on Underwood 
Distinctive Silk Typewriter Ribbons. They 
get longer wear, and better impressions, 
because Underwood uses only highest 
quality silk fabric. They turn out more 
attractive ty ping on every job, so next 

time you order ribbons for any typewriter, 
standard or electric, make sure you insist on 
Underwood Distinctive Silk. 


The first commercially produced typewriters 
were understroke or “blind writing’’ machines, 
so called because the type bars struck upward 
and imprinted on the underside of the paper. 
The first front strdke, visible writing machine 
was produced by Underwood in 1895. Since this 
development, every new typewriter placed on 
the market has followed the Underwood front 
stroke principle. 
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UNDERWOOD CORPORATION 


ONE PARK AVENUE, NEW YORK 16, N. Y. 
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folds up to 
6 stapled 
sheets 


Monthly 
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Invoices 
| | 
Circulars 
And many 
others 


Folding No Longer A Chore or Bore 


“‘Ever have the boss upset because his precious sales 
letters or invoices were not folded exactly? Ever watch 
time go by and realize you would have to work late 
because the mail wasn’t out yet? 


“‘That’s hand folding for you. 

*“‘What a chore! And what a bore! 

“But no more. 

“‘We have one of the new A. B. Dick electric folders. 
It automatically folds paper ten times faster than I 
could. In fact we use it only about one hour a day but 
the boss says it paid for itself in just a few months. 
“It took me less than five minutes to learn how to 
operate this machine and now I’m an expert. With the 
Quick Set Fold Chart right on the folder I never have 
to measure settings for any of our standard folds. And 
I can make the folder do tricks with paper up to 36 


A:B DICK 


THE FIRST NAME IN DUPLICATING 


pound weight—from 35% to 9 inches wide and from 
354 to 14 inches long. 

“Your A. B. Dick Company distributor will be glad to 
demonstrate this folder. His name is listed under 
Duplicating Machines in the classified se@tion of the 
phone book. Why not call him today? Or mail the 
coupon below for information.” 


A. B. DICK COMPANY TS-66 
5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 


( ) Please arrange a folder demonstration. 
( ) Send information about the Model 57 folder. 


Name 





Organization 





Address 





City 
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() N ouR Cover—Portrait of a lady go- 
im ing just about anywhere on a sum- 
mer’s day. Sheer, cool separates by Nelly 
de Grab. Made of black and white plaid 
cotton voile. The beautifully styled blouse 
has a thin line of black edging sleeve and 
neckline and forming a shoestring tie at 
the back of the neck. The full skirt, group- 
picated at the waistline, is topped by a 
narrow black belt. Sizes 10-16. Blouse, 
about $6. Skirt, about $11. At H. P. Was- 
son, Indianapolis; The May Company, 


Denver; and J. P. Allen, Atlanta. 
New NSA Headquarters 


\ PLEASURE for those for- 
tunate enough to be employed at the new 
headquarters of the National Secretaries 
Association in Kansas City, Missouri. NSA 
president, Cassandra Waterman, describes 
the new office as “spacious, up-to-date in 
every detail, and provided with modern 
equipment that would bring pride and 
pleasure to any secretary.” 

The walls of the office combine a light 
green paneled dado with a stippled gray 
upper section. A matching paneled plant- 
er divides the cheerful reception area 
from the general office. Upholstered 
chairs in the reception area and executive 
with aluminum 
trim. Gray draperies have a gay, multi- 


WORKING IS 


office are rose-colored, 
colored, abstract design. 

Both functional and attractive, the of- 
fice has desks and file cabinets of gray 
metal with Velvoleum tops ( noise-stifling 
and washable). Acoustical 
conditioning, and an 


ceilings, air 
intercommunication 
system add the finishing touches to the 
pleasant, modern surroundings. 


Happy Vacation! 


WHETHER YOU'RE A WORKING Gin look- 
ing forward to her two weeks with pay, 
or a student who will spend the summer 
months gaining useful office experience, 
we hope you have a pleasant and _ profit- 
able time during July and August. We'll 
be back in September with many more 
new ideas for helping today’s secretary to 
become a better, more proficient, and 
more valued employee. Until then, the 
members of our staff extend to each one 
of you their best wishes for a happy vaca- 
tion! 





a 
=, the IBM Electric 
can't decipher 
your shorthand 
‘ out... 








...it will do more than any other typewriter to make 


transcribing so much easier and faster—letters more beautiful! 





The IBM makes typing so much easier done in far less time—eliminates errors 
—it requires 95.4% less “finger-effort” due to “typing fatigue”! 

" waben -—" il because electricity does The world’s most beautiful typing 
1@ WOTK! ee i 

comes from the IBM! Just wait till the 

This wonderful ease of operation, boss sees the neat, handsome letters 


added to the many IBM time-saving, you'll be turning out. But why wait? 
labor-saving aids, helps get your typing Suggest a call to IBM today. 
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TYPEWRITERS 











/ —OUTSELL ALL OTHER ELECTRICS COMBINED/ 
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makes 


NEAT 
ERASURES 


RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. 
No erasing shield — the 
Rush Eraser is less than 
one character thick. In 
beautiful, life-time plastic 
case, handy to use as a 
pencil, with long-lasting 
propel-repel refills. 








Order from your Dealer 
or send 50¢ and 
name of dealer to 


The Eraser Co., Inc. 


\ 1068 S. Clinton St., Syracuse 4, N. Y. 

















THE EASY WAY TO COLOR-CODE 
FILE FOLDERS 





Like to 

impress the Boss? 
Want to make your job easier, more effi- 
cient? Buy or suggest MAGIC MARKER. 
World’s easiest color-coding method for 
account cards, file folders, correspondence. 
Makes eye-catching notes, charts, graphs, 
signs, bulletins, personalizing, addressing. 
Nothing to spill or refill. Fingers stay clean. 
Write on paper, wood, glass, metal, cello- 
phane...any surface! 
WRITES ON ANY SURFACE! 

NO LOOSE INK! 


69: 


3 for $2 reritis 25¢ 
Slightly Higher West Coast 


At Stationery, Hardware and Art Stores 


Bulletin 20: — SPEEDRY PRODUCTS, Inc. 
Richmond Hill 18, N. Y. 


INSTANT ORY 
WATERPROOF 
PERMANENT 

9 COLORS 





‘Magic Marker 
in the Office’ 











Ask the kxperts... 





Q. In my employer's absence. I must sign 
x 

his correspondence, HW hen he addresses the 
correspondent by his first name, should I 


would 


sign my employers first name, or 


it be better to sign his full name? 


4. The only person who can answer 
your question is your dictator. There is 
no hard-and-fast rule. 

We suggest. therefore, that (the next 
time he dictates a letter that you are to 
sign) you ask how he wishes you to 
sign his name. Our feeling is that, lack- 
ing instructions. you should sign his 
full name. To use his first name would 


seem in poor 


event. of 
you! 


taste. In any 


course, you should write initials 


neatly below the signature. 





r 


Fly 


te 





QO. While visiting another office the other 
i L 
day. I 


saving old 


noticed that one of the girls was 
ribbons. I didn’t 
have a chance to ask her what the purpose 
of this was, and my 


Why would 


there a use for them? 


typewriter 
curiosity is aroused. 


anyone save old ribbons—is 


A, During wartime shortages, a very 
old practice introduced in the early 
years of the typewriter was revived 
reinking typewriter ribbons whose fab- 
ric was not damaged by the type bars. 
Nowadays, however, some typists 
keep a ribbon that is in good condition, 
but writes lightly, for special fill-in 
work on circular letters that are lightly 


inked. 


QO. 1 know very little about the card tickler 
x - 
and its effective use in an office. | would ap- 


preciate any information you can give me. 


A. The card tickler is a reminder sys- 
tem consisting of thirty-one 5-by-3-inch 
cards, marked from 1 to 31 and filed in 
a card box on the secretary’s desk. On 
these cards, the secretary makes nota- 
tions of matters to be followed up or 
things that must be done on a given day 
of the month. There may also be added 
a Monday-through-Saturday card, with 
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items listed that occur on the same day 
of every the Kiwanis luncheon, 
for instance, on Tuesday. This tickler 


file is not only important to the secretary 


week 


but also a great help to a substitute in 
the secretary s absence. 


Q. In typing a business letter on paper 
letterhead, should I type the 
Line 13? I have 
always assumed that the date should be on 
Line 12, as the writer's address is to start 
on Line 10. 


without a 


date on Line 12 or on 


A. The correct position of the writer's 
address and the date, in a letter on 
plain paper, depends on the length of 
the letter, its 
wishes of the 
typed. 


four margins, and the 


person for whom it is 

For example, a very short, single- 
spaced letter requires the writer's ad- 
dress and date to appear much lower 
on the sheet than on a full-page letter. 
Otherwise, the net result is to separate 
the heading from the rest of the letter 
and give the impression of two pictures 


in one 


frame, which is inartistic and 


even confusing. 





County 


Q. Recently, the fuditor in- 
structed me (when I endorsed checks jor 
deposit) to write the words, “no protest,” 
on the back of the check. follou ed by 
our bank What do 


stamp. 


these words, 


“no pr otest.” mean? 


A. By placing words on the 
check, the county is notifying the bank 
that, in the event of nonpayment, the 
bank is not to have the check protested 
by a notary public. When a check is 
protested, the holder of the check is 
charged with the protest fees. Apparent- 
ly, your county auditor does not want 
the county charged with protest fees. 
According to the rules of the Federal 
Reserve System, any check up to $500, 
if returned for nonpayment through a 
Federal Reserve Bank, is not protested. 
\ check for over $500 is automatically 


these 





Business English ..... E. Lillian Hutchinson 
Secretarial Practice ... Alan (. Lloyd 


Business Law ....... R. Robert Rosenberg 
Bookkeeping ........ J Marshall Hanna 
Typewriting ......... Harold H. Smith 
Business Arithmetic ..Vivian W. Kline 
POE is cencennene Charles E. Zoubek 
SE Sbrceasnsenay Gilbert Kahn 





protested by the bank for nonpayment 
unless notified by the depositor (in your 
case. the county) not to protest. The 
Federal Reserve rules, I understand, 
provide that the “no protest” stamp be 
placed on the face of the check. not the 
back. 


Q). W hat are some of the requirements for 
a job with a court-reporting firm? How can 


/ apply for such a position? 


{. Most court-reporting firms do not 
have any specific requirements except 
the ability to do verbatim reporting. In 
general, this means that you should be 
able to write about 200 words a minute. 

In applying for a reporting position 
with one of these firms, all you have to 
do is convince the managers that you can 
handle the work. There is always a place 
tor reporters of ability. 


\ pr, 
KX ¥y + , 
< i , 
I PE. ~. 
\ \ 


QQ. In an address. may both a courtesy and 

professional title be used. such as Mr. 
lames S. Smith, President? Or. is it pref- 
erable to use only one title: James S. Smith. 


President. 


1. Here are a few rules regarding titles 
in address lines: 

\ title should always precede the 
name of every person to whom you write. 
lf the person has no special title, such as 
Professor or Doctor. then Mr.. Vrs., o1 
Viss should be used. There is just one 
exception to this rule: No title precedes 
the name if Esquire follows it. (Esquire, 
however, is seldom used in this country. ) 

Two titles having the same meaning 
should not be used together (both be 
lore and after the name). You should 
not. for example, use Dr. Louis Jones, 
Ph.D. (Ph.D. means Doctor of Philos- 
ophy), but should drop the PA.D. in 
tavor of the single title Dr. preceding the 
name. Academic degrees are not used in 

ddresses in letters or on énvelopes. 

Business titles, like President on 


perintendent, are descriptive rather 


S 





We file and find with 
SMEAD’S COLOR CODED 
TELL-I-VISION SYSTEM 


REG. U.S. Pat OFF. 
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Olen 
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Modern Business Requires a 
Filing System That Is. . . 
EASY TO LEARN 


a. A minimum of rules to master. 

b. Instructional materials to permit self- 
instruction. 

c. Simple, logical arrangement of guides 
and folders. 


SPEEDY TO OPERATE 


a. Direct filing and finding — without 

resort to cross indexing. 

Simple system of sub-divisions. 

Visibility of guides and folder tabs 

“for speedy reference. 

. Color signal system to speed filing 
and finding. 

e. Numbers to guarantee faster “put 
back.” 


GROWS AS NEEDED 


a. Easy addition of individual folders. 
b. Ready expansion to additional drawers 


and cabinets. H S | 
c. Provision for sub-classification to meet Ow to e ect 
special needs, such as multi-colored 


folder labels. a Good Filing System 


a oF 


FLEXIBLE Filing CAN BE SIMPLIFIED by careful selec- 
a. Speedy processing for rouimne matters. tion of the “right"’ system. When you choose 
b. Ready adaptability to meet special the filing system to fit your problem, use the 
problems. check lists on the left. 
¢. Provision for both frequent and in- 
frequent correspondence, Smead's Tell-I-Vision System is the result of 
d. Possibilities for simple, effective cross- engineered design based upon a comprehensive 
reference. study of business requirements. 


SEE YOUR LOCAL STATIONER AND SPECIFY SMEAD PRODUCTS 


THE SMEAD MANUFACTURING CO., INC, 


HASTINGS - MINNESOTA 
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Sy you ll come down from that cloud 


for a moment, Young Lady... 


we'd like to point out that your wedding is going to need some real, down-to- \ 
earth planning. j \ 
We would also like to point out that THE NEW EMILY POST’S ETIQUETTE— / \ 
the complete guide to both simple and formal weddings—tells you everything you [r 
will need to know to make your wedding truly perfect. 


And after the wedding, you'll refer to THE VEW EMILY POST’S ETIQUETTE 


igain and again, for ideas on entertaining in your home . . . for authoritative 


guidance on dinners, theatre parties, christenings, receptions, social correspondence, 


innouncements 


As a bride and as a homemaker, you can’t 


in short, for every social situation. 


make a better investment than in a \ / 
y 


copy of THE NEW EMILY POST’S ETIQUETTE. $5.00. v/ 


Ely Pai 
[OUETTE 


At your bookstore or direct from 


FUNK & WAGNALLS 153 East 24th Street, N. Y. 


= _ 


> 











types her best 
using the 


Lboody \ilPY HOLDER 


@ all-Metal—one piece 
@ “sight level" convenience 
@ holds postcard to phone book without tipping 
Today's secretary has found the Liberty Copy- 
holder an efficient aid for faster, better typing 
. no gadgets or devices to detract the user. 
Designed so it puts copy in full view at correct 
angle for easy, efficient work. Size: 7” wide, 
9)" high, 5” base. So low in cost every typist 
in your office should have one. 
ORDER NOW! If not available from your 
local stationer, order direct from— 


BANKERS BOX COMPANY 


Makers of Liberty Record Storage Products 
720 S. Dearborn Street © Chicago 5, Illinois 














Earn a degree in 





University of Denver 


... for a business career 
...to teach business 


l-yr., 2-yr., and 4-yr. 
SECRETARIAL PROGRAMS 


Designed to prepare you for secretar- 
ial positions at administrative and 
executive levels. By completing the 
four-year program leading to the 
B.S.B.A. degree, you can also become 
certified to teach business subjects in 
high school and college. 


For catalogue and other information, 
write; 


DR. JOHN E. BINNION, 
Chairman 
Dept. of Business Education 
Room R-6, Business Administration Bldg. 


UNIVERSITY OF DENVER 


DENVER 2, COLORADO 
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than honorary and are used to make sure 
that correspondence is directed to the 
proper authority in the company. There- 
fore, there is no reason why such titles 
should not appear after names prefixed 
by professional titles such as Professor. 


Q. When filling out an application blank 
for a stenographic position, one is frequently 
asked to state the salary desired. What is 
the correct way to indicate this? 


A. In determining (beforehand) the 
salary you expect, you should know the 
salaries being paid in your community 
for the kind of work for which you are 
applying. To determine prevailing sala- 
ries in your area, study want ads and 
question alumni of your school or friends 
who may already be employed in the 
type of work in which you are interested. 

Try to find out whether the company 
has a policy regarding starting or pre- 
vailing salary for the kind of position 
you are applying for. You should have, 
and be able to express, a reason for being 
paid anything more than the prevailing 
rate. 

If you should want to discuss your 
salary with your prospective employer. 
insert the word “open” or “prevailing” 
in the spot where you are asked to in- 
dicate salary expectations. If you do state 
a salary, remember that you certainly 
will not be paid more than you ask. 


Q. Since the word hourly can be used as 
either an adverb or an adjective. 1 can't 
dec ide should he hy- 


phenated in the phrase, hourly rated em- 


whether or not it 


ployees. 


{. When 


tive) 


hourly (used as an adjec- 


becomes part of a one-thought 
modifier, the compound should be hy- 
phenated, as in hourly-check plan. We 
imagine, though, that this construction 
is somewhat rare. 

When the hourly part of the modifier 
is used as an adverb, no hyphen is re- 
quired; e.g. hourly rated employees. 

To decide whether hourly is an ad- 
jective or an adverb, first decide wheth- 
er it modifies a noun or a pronoun, in 
which case it must be an adjective, or 
whether it modifies a verb, adjective. 
or another adverb, in which case it is 
an adverb. 

Q. Please tell me which is 
“l walked 1'/2 


miles.” 


correct: 


u alked ]'/2 


mile.” or “J 


A. As 1% is more than 1, the plural 
noun should follow the number. There- 
fore, 11% miles is correct. 
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“Well-Motivated” Secretary 
in Demand 


BY Cc. R. 


READY 


Assistant Director Educational Service Department Bristol-Myers Company 


HAT DOES the average busi- 

nessman expect in a_ secre- 
tary? Does he want the executive 
ability of a Board Chairman, the 
speed of a Univac machine, the 
neat, chic look of a Vogue cover— 
all rolled into one? I rather doubt 
that he expects any such impossibly 
gifted person. But I do think he 
hopes for someone who will take 
enough interest in her work and in 
the company to take the initiative 
in anticipating the things he needs 
to meet his many administrative 
deadlines—someone who will be his 
self-appointed public relations of- 
ficer.” 


CHALLENGING WORDS, THESE, spoken 
by one of our advertising managers 
when I asked what qualifications 
he looked for in a secretary. 

When I stopped to analyze this 
comment, I realized that, although 
there were specific standards we all 
demand in a secretary, it was, how- 
ever, the variables that place a sec- 
retary in advertising rather than ac- 
counting, in public relations rather 
than research, or in sales rather 
than personnel. 

In my own office, my secretary 
does not have to have the deftness 
of a Board Chairman; but she must 
have his organizing ability, espe- 
cially in organizing my time, ap- 
pointments, mail, and telephone 
calls. The little things my secre- 
tary thinks of to save me time are 
numerous, but here are a few that 
certainly endear her to me—sort- 
ing my mail, attaching back corre- 
spondence to my letters, preparing 
a short “who” and “why” run-down 
on my appointments, slipping me 
a list of the people I’m liable to 
meet at a business luncheon, and 
so on, ad infinitum. The efficient 
management of a boss’s time for a 
day and for a week at a time saves 
wear, tear, and wasted effort for 
his secretary. 


Now LETS CONSIDER that Univac 
problem. Undoubtedly automation 
is upon us. My secretary, however, 
is not a machine but, rather, a 
living, breathing, sparkling-with- 
enthusiasm young lady—she can go 
far beyond the “automation level” 
in my office. Her intuitiveness for 
my needs, her dependability for 
making sure a job is finished when 
it is done, her loyalty and trust- 
worthiness make her far more valu- 
able to me and the company than 
a mere machine. Besides which, 
she’s nicer to look at! 

Reviewing our executives’ com- 
ments, | found that right down the 
line all demand a_ well-groomed 
secretary, one who is healthy men- 
tally and physically. A well-modu- 
lated, pleasing, grammar-perfect 
voice (a balm to harried executive 
ears) is also given top preference. 

Elizabeth Mac Gibbon notes in 
Manners in Business, “The well- 
bred girl brings from her social 
training three assets that help her 
business manners—consideration for 
others, a well-modulated voice, and 
the habit of being well-groomed 
and appropriately dressed.” 

A secretary who has this “con- 
sideration for others” and a genuine 
interest in people, whether fellow 
workers or business contacts, can 
be said to have a lens of sympa- 
thetic insight. Most often we refer 
to this as good public relations. A 
good secretary is always aware that, 
first and foremost, she is dealing 
with human beings, whether it’s the 
office boy, the company president, 
or the most important client. 


ALTHOUGH NOT EVERYONE NEEDS a 
secretary who is especially adept 
at top-level public relations, almost 
everyone needs a_ wide-awake, 
pleasant, helpful person who will 
answer the phone and greet office 
visitors. In some cases, however, 


a secretary is (Continued on page 55) 
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This could be the most 
valuable addition to 
your business education 





PRACTICAL 
Business 
Psychology 


by LAIRD AND LAIRD 


The new Second Edition of a book 
that has proved exceedingly popu- 
lar where a chatty, informal pres- 
entation of business psychology 
is desired. Students are inspired 
by the simple but concrete ap- 
proach and the engaging conver- 
sational style. They find the ma- 
terial so interesting that they 
continually read beyond the daily 
assignments. Valuable class dis- 
cussion is automatically stimu- 
lated, and students become fa- 
miliar with the importance of 
human relations in business 


In brief, it is a book with business 
atmosphere throughout. A _ blue- 
print for being a better worker, a 
better supervisor, a better boss... 
a prerequisite for a happy and 
successful business career 


Write your nearest Gregg office 
today! 


NEW YORK 
CHICAGO 

SAN FRANCISCO 
DALLAS 
TORONTO 


GREGG 

















Once you've tried it, you'll never give it up 


“IT love you,” are the words you'll probably say, 
when you type on the new Royal Standard. 

Try its touch. Light and easy, isn’t it? Now, tab- 
ulate a bit... with a simple twist of the wrist. Or set 
margins. Click! That’s all you do with Royal’s famous 
Magic” Margin. 

Try every control key. Easy, aren’t they? They 
were built with you in mind. Royal planned it that 
way. 

Royal Standard Typewriters are preferred 21( to 1 
by people in business who type. Royal Standards are 
rugged. They take less time out for repairs. 


RG Y AL standard electric « portable 


So, how about a free trial? Your Royal Represent- 
ative will be glad to bring a new Royal Standard to 
the office. 


This typewriter comes in six beautiful colors. Ask 
your Royal Representative to show you all six, so 
you will have a chance to select the color you like best. 


Yes, they are all 
beauties. But we 
. once 
you have tried it, 
you’l] never, no 
never give it up. 


warn you. . 





Roytype® business supplies 


Royal Typewriter Company, Division of Royal McBee Corporation 
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June 1956 TODAY'S 


HE OFFICE is filled with bulging piles of papers, records 

photos. The walls are undecorated, except for a framed 
award from the Sister Kenny Foundation and a huge jar of cold 
cream perched on a shelf over the wash basin. In this office, how- 
ever, even on rainy days, there's an air of sunny, crisn, and 
friendly efficiency, for in 
one corner is the desk of 
busy Dorothy Lacey. 


...and Dorothy Lacey does... 








all day long... for she’s 


ee” §=secretary to Rosemary Clooney, y/ ; 


yf 


2 ye 
SIF? 


one of the nation’s brightest... 






and nicest... songbirds. 




































When Miss Clooney is in New York, Dorothy spends much of 
her time at the singer's attractive apartment. 


“Hello!” she says brightly into the phone (which 
rings every two and a half minutes), “This is Rose- 
mary Clooney's secretary!” 

Dorothy Lacey is Rosemary Clooney's secretary 
as well as friend, decorator, personal shopper, caterer, 
and ardent fan. 

When the Ferrers (Miss Clooney is the wife of 
distinguished actor José Ferrer) are away from New 
York—which is often—Dorothy spends most of her time 
at the office of Joe Shribman, Miss Clooney’s personal 
manager. She handles all the business of arranging 
personal appearances, recording dates, answering fan 
mail, setting up interviews, and acting as liaison be- 
tween Columbia Records, booking agents, managers, 


publicity men, and even painters, carpenters, and 
housemaids, Dorothy handles Mr. Shribman’s work 
too, paying rent, handling mail, receiving callers, 
and answering one of the busiest phones in show 
business. 


WHEN THE FERRERS ARE AT HOME in their comfortable 
57th Street apartment, Dorothy spends half her time 
there taking care of Rosemary Clooney’s business and 
social correspondence, helping her to plan parties, and 
showing in or shooing out the hundreds of people who 
have appointments with the star. 

Dorothy is indispensable, too, at recording sessions 
and broadcasts. It is she who notes the myriad follow- 
up ideas that occur to everyone at a session. She 
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sees that the music, lyrics, and arrangements are 
there and in order. “Dorothy checks everything with 
everybody,” says Rosemary Clooney. “And, best of all. 
she stays calm and serene no matter what happens.” 

We caught this paragon of efficiency in her office 
during one of Miss Clooney's recent stays in New 
York. Naturally, she was whipping around busily, 
doing several things at once. “Will we bother you if 
we watch?” we asked hesitantly. 

“Of course not!” Dorothy assured us cheerfully. 
“I can't talk to you much—today is rather busy—but, 
if you don't mind the interruptions, ['d love the 
company.” 

We watched! And, as we watched, we began to 
understand why Dorothy Lacey had simply thrown 
up her hands when we asked for an outline of her 
duties. 

She called the National Broadcasting Company to 
arrange for tickets to a private showing of “Cyrano 
de Bergerac.” She called a list that sounded like a 
Who’s Who of show business to invite them to the 
showing. She turned down four and accepted three 
invitations for the Ferrers. She wrote three notes for 
Miss Clooney. She started her assistant—one of the 
many who are hired “by the job”—on a gigantic mail- 
ing of releases and a smaller mailing of invitations. 
She hunted down some photo equipment for Mr. 
Ferrer (an ardent camera fan), answered a wire from 
Ed Wynn inviting Rosemary Clooney to a reception 
for Alfred Hitchcock, and made an appointment for 
Miss Clooney with a hairdresser. She then transcribed 
notes from a taping session and looked over some 
music submitted by hopeful young composers. 

This took about 45 minutes. In between, she told 
us about herself. 





Dorothy finds good telephone 
technique important in her 

job. During her working day at 
the office, she answers one of 

the busiest phones in show business. 





















































lyrics, and arrangements 
of the tunes that 
eventually become hit songs 
all over the country. 


he 
Files are kept of the music, A 
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“| PERFECTED MY SHORTHAND from a shorthand manual, 


- 


while I was a receptionist at Capitol Records. (I had 
just about forgotten my high school shorthand.) One 
of the men there found out that I had been practicing 
and gave me a chance to be his secretary. Then, when 
he went to the Coast about three years ago, he got 
me this job. 

“You can imagine how thrilled I was! Rosemary 
Clooney had always been one of my favorite singers. 
She’s free and easy in style, but she has a fine voice. 
She’s a wonderful person to work for, too, so patient 
and understanding. 

“We ‘hit it off right away. In those days, Rosemary 
was here most of the time and had a very full schedule 


With Miss Clooney, Dorothy listens to many 
records submitted by hopeful young composers. 
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of recording dates and personal appearances. We 
were always tearing around town in a flurry. 

“Now that Rosemary is married to Mr. Ferrer, she 
feels that her family comes first. So, she goes every- 
where he has to go—and takes her little boy, Miguel, 
too, if it’s for a long enough time. 

“Fortunately, her work—singing and recording— 
can go on here in New York, on the Coast, in England 
(where they went recently), or any place in between. 
So, with me in New York and another secretary in 
California to schedule things and act as liaison, she 
can keep her family as happy as she does her fans.” 


WHEN ASKED HOw IT FELT to be secretary to such a 
popular person, Dorothy replied, “I believe that no 
secretary to a celebrity can do a creditable jcb if 
she is all involved with her boss's glamour.” Glamour, 
she says, is demanded by the fans, not the stars. A 
secretary to a top singing star has the same job as one 
who works for a banker—to take care of details, handle 
correspondence, arrange schedules, and meet her 
employer's business associates whenever necessary. 
“The secretary makes her employer’s business life 
as smooth and as pleasant as possible—she doesn't 
collect autographs or make herself important in a 
reflected glow of fame,” said Dorothy sagely. 


MorE PHONE CALLS. A visitor or two, a messenger 
delivering more sheet music. 

While we watched, it occurred to us that this trim 
young woman with her smart dark dress and her 
knowledgeable charm might well have theatrical am- 
bitions of her own. 

“No,” she assured us. “I am a secretary and couldn't 
be happier. Since my first job, though, I’ve been 
around show people—mostly musicians—so I guess 
I've picked up their way of speaking. Practically 
everybody is on a first-name basis. Except it’s Mr. 
Ferrer. I don't know why—it just is. 

“I guess I must look as if | was in show business, 
though,” she added thoughtfully. 

“Once, when Rosemary and I got out of a cab on the 
way to a broadcast, the driver turned around and 
beamed at her. “Thanks a lot, Miss Clooney,’ he said 
and grinned. “You see, I knew you all along. Sorry I 
don't recognize you, Miss, he said to me, “but I know 
youre somebody!’ ” 
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The 
Salary 


Picture 
for 


1956 


YECRETARIAL SKILLS “PAY 
» J OFF, according to figures re- 
leased by the National Office Man- 
agement Association. To obtain the 
figures, NOMA surveyed more 
than 5,000 companies from coast to 
coast and in Canada, 

Listed here is the salary range 
for private secretaries, senior typists, 
and senior stenographers in 46 
cities in the United States and in 
Canada. While these figures repre- 
sent average salaries, experience 
and length of service in a particular 
job must naturally be considered 
when comparing a weekly pay 
check with the average. 
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Private 


Typist 


Stenographer 























City and State or Province Secretary (Senior) (Senior) 
Birmingham, Alabamia............ ri i 50 61 
Mobile, Alabama..................... 76 58 62 
Phoenix, Arizona..................... 76 19 53 
Los Angeles, California........... 82 60 67 
Denver, Colorado....................] 78 55 62 
Hartford, Connecticut............. SO 56 63 
Wilmington, Delaware........... SI 54 62 
Washington, D.C.................... 77 56 61 
Jacksonville, Florida............... 68 50 54 
Atlanta. GeOrgia.........:.cc<cccs+s- | 72 54 61 
Decatur, THInGis.......0..<.<00is00<0. ff 18 56 
Rockford, Ilinois..................... 74 53 6] 
Indianapolis, Indiana............ 77 5] 59 
Des Moines, lowa................... | 67 19 35 
Louisville, Kentucky...... | 73 51 59 
New Orleans, Louisiana....... : 76 5] 59 
Portland, Maine.............. 63 16 52 
Boston, Massachusetts............ 74 50 56 
Springfield, Massachusetts...... 7] 53 59 
Detroit, Michigan................... 85 6] 68 
Grand Rapids, Michigan 75 53 56 
Duluth, Minnesota............ 75 51 58 
Columbia, Missouri................. 64 47 54 
Kansas City, Missouri............. SO 55 62 
Omaha, Nebraska................... 71 53 57 
New York, New York.............. 85 56 63 
Charlotte, North Carolina.......| 65 5] 57 
Rn ae Le ee 64 51 53 
Cincinnati, Ohhio...................... 78 54 63 
RCE, COUN savsncncescnisvtsnrndcvens 77 59 66 
Tulsa, Oklahoma..............0:s02+. 83 57 69 
Portland, Oregon..................... 85 56 6] 
Lancaster, Pennsylvania......... 71 54 59 
Pittsburgh, Pennsylvania......... 80 55 62 
Providence, Rhode Island....... 66 19 54 
Nashville, Tennessee............... 65 50 54 
RROUMRONL, “TS OEGE cco ieciccicciirsnesoes 9] 59 70 
San Antonio, Texas................. 72 38 61 
Spokane, Washington............. 73 59 65 
Milwaukee, Wisconsin............ 82 57 64 
U.S. Average 74 54 61 
CANADA 
Calgary, Alberta.........::s00s:c000 64 43 52 
Victoria, British Columbia...... 55 42 44 
Winnipeg, Manitoba............... 58 7 43 
St. Johns, Newfoundland....... 15 40 4] 
London, Ontario................00+. 56 40 14 
Regina, Saskatchewan............. 57 45 58 
Canadian Average 58 43 47 
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The Personnel Touch 





BY KAY BUTNER 


Personnel Director, Popular Science Publishing Company 


How to Make a Graceful Exit 


HEY SAY variety is the spice 

of life. And so it is, even in the 
employment field. Many a girl has 
found a once-promising position 
unsuitable, unbearable, or just plain 
dull. The solution—a new _ job. 
While too much variety can be 
harmful, a justified change can be 
good for you. But, just remember 
to be as considerate in leaving as 
you were in arriving. 

There are a number of reasons 
why you might decide to leave your 
present job. Money, of course, is 
a major one. But there are many 
others—the urge to move on to 
bigger and better things; the de- 
sire to enter another field; the lack 
of challenge in your present posi- 
tion. Perhaps you simply feel that 
you and your boss don't get along 
as well as you should. Or, as often 
happens, you may be offered a job 
by another firm. You may not have 
given any thought to a new posi- 
tion, but suddenly the idea seems 
most attractive and exciting to you. 


\ THOUSAND SMALL PROBLEMS WILL 
RUSH AT You once you decide to 
make a change. There will be 
anxious moments, when you won- 
der what to do—whether to leave 
your job and then start looking for 
another one, or hold on to your job 
and see what the labor market 
has to offer. You will be faced with 
the problem of telling your boss, a 
person you may like and with 
whom you may have worked for a 
long time. All of a sudden, you 
may find yourself getting quite 
sentimental, even though you know 


a change is indicated. Don't worry; 
such feelings are natural. 

If you decide to remain among 
the employed, confining your job- 
hunting to odd moments, don't take 
too much time away from your 
work, unless your boss knows about 
it. A succession of long lunch hours 
may make him suspicious of your 
actions. It’s far better—and quicker 
—to consult employment agencies 
and answer ads than to make 
“blind” calls. If you seek work 
through an employment agency, 
give them as definite a picture as 
possible of what you are seeking. 
In that way, you wont waste time 
going on interviews that are of no 
real interest to you. 

A good résumé is another time- 
saver. It will eliminate the tedious 
filling out of application forms, thus 
saving you precious minutes. It 
can also be a selling point with a 
prospective employer, proving to 
him that you dont waste his or 
your own time looking for a job. A 
letter of application and a request 
for an appointment may be sub- 
mitted, with a copy of your résumé, 
to those firms in which youre 
specifically interested. 

Once you've found the job you 
want, you will have to decide on a 
starting date. This will be a three- 
way meeting of the minds with you 
holding the reins. You will have 
to consider your present employer, 
your future employer, and what 
you feel is right. Although your 
new job may demand your pres- 
ence immediately, you should give 
adequate notice to your present 
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employer. (Two weeks notice is 
generally considered fair.) In nine 
cases out of ten, your new boss will 
wait for you if you're the right girl 
for the job. And he'll respect you 
for the consideration you are show- 
ing your present employer. 


WHEN YOU TELL YOUR PRESENT BOSS 
THAT YOU RE RESIGNING, you should 
be as honest as possible. However, 
it is sometimes best to withhold 
certain facts if you feel they will 
make your remaining working days 
unpleasant. Personality clashes, pet 
peeves, and temperamental out- 
bursts don't make for good listen- 
ing. Neither do they enhance your 
reputation. Be straightforward, but 
discreet when necessary. Refrain, 
too, from making unkind com- 
ments about your boss, the job, or 
the company to other employees. 

A member of the personnel de- 
partment will probably interview 
you before you leave. He or she 
will have an objective attitude and 
will be interested in learning the 
disadvantages as well as the ad- 
vantages of your job. Be sincere 
and honest in your comments and 
criticism. It will help the personnel 
department to understand the at- 
titudes of their employees. 

If you are straightforward and 
considerate in all the myriad de- 
tails of “job-quitting,” you will 
leave a favorable impression. And, 
who knows, some day you may be 
back—in a better, more attractive 
job. \lake your exit a gracetul one 
—it may be the entrance to great 
things. 
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4 ¢ The supervisors here are all very young 4. * The pool stenos . . . noisy, but nice 
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In Central Park BY SHELLY GROSSMAN 
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rc You pay the cashier, not vice versa 
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8 * This beats the subway any day! 
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“DERT GLADYS SMITH, one of our five authorities, 
who inhabits a tiny office next to the bustling 
loading platform of the Apex Trucking Company, says: 
“Far from missing a lot of people around me, I have 
to ration my talking time to get my work done. There 
are always people coming in—truckers, clients, insur- 
ance agents, salesmen, drivers—and, since I am_ the 
only girl, I get to meet them all. Then, too, I have 
so many different kinds of work to do that I never 
get bored.” 

In addition to receiving callers and answering the 
phone, Gladys handles the bookkeeping, writes her 
own correspondence, and types all the bills and state- 
ments for the firm. The billing is very important and 
must be accurate. “Since I have the freedom to sched- 
ule my work as I please,” she says, “I usually 
save this chore for days I know will be quiet.” Al- 
though Gladys has the responsibility for writing her 
own letters, she says, “I am thankful that I learned 
shorthand business school so that I can get down 
This at- 
tention to detail has won for Gladys the respect of 


every last detail of important phone calls.” 


her boss, who lets her use her own judgment in han- 
dling orders when he is away. 

“IT had a job in a big office,” says Gladys, “but | 
wouldn't go back to it now for all the tea in China.” 


Quiet AND CAPABLE British-Guiana-born Vera Marks 
agrees wholeheartedly with Gladys. She got her job 
‘as secretary to a free-lance writer through the Wash- 
ington Business Institute as soon as she finished her 
course. Although Vera has not worked for any large 
American firm, her experience as a teacher in her 
native country has convinced her that a one-girl office 
is the place for her. “It offers an opportunity to make 
use of all the skills I have been taught, develops a 
sense of responsibility, is so diversified that work can 
never be monotonous—and it’s the only way to avoid 
the disturbance of gossipy co-workers, However,” she 
says, “one who likes to be around people all the time 
—whether at work or otherwise—will find it boring 
in a job in an office where there are few callers. Be- 
cause I work in my employer’s office and at her home, 
I do meet people. Working for a writer, I naturally 
get to meet editors, celebrities, and artists on the 
phone and in person. They are, by and large, excit- 
ing people, and at times it gives me an opportunity 
to study human nature and the artistic temperament. 


is a one-girl « 


Vera believes that advancement is as rapid i 


one-girl setup as in a large office, provided one . 
able to take on increased responsibility. Further- 
more, she explains, the advancement comes at your 
own rate of development and there is no annual 
semiannual waiting period between raises. “Learn 
more about the business of your boss,” she advises, 
“it's profitable as well as educational.” 


JOAN BOGARDUS ECHOES THIS ADVICE and adds, “The 
more you learn of your own firm’s operation, the 
more valuable you become in the field and the high- 
er paid your next job will be.” Friendly, vivacious 
Joan is secretary to the New York sales representa- 
tive of a manufacturer of industrial leather belting. 
She occupies a tiny office piled high with machine 
belts and parts, rows of wire and tape, and the most 
up-to-date Kardex system in lower Manhattan. “That's 
one of the advantages of being the only girl,” she 
says, Waving at the Kardex. “I complained about the 
long, tedious hours it took to check sales and in- 
ventory, and my employer went out and got this 
for me. It cuts the work down to about one-tenth 
of the time and leaves me free for more interest- 
ing things. One of the ‘interesting things’ is writing 
speeches for the boss, who is active in many trade 
organizations. We work over these speeches as in- 
tently as though each one were a Broadway pro- 
duction, and we have a great time doing it. I don't 
think any secretary in a large organization would 
have a chance to establish such rapport with manage- 
ment—or would she have the personal freedom and 
the responsibility I enjoy.” 


IN CONTRAST TO THIS, pretty, young Lila Zlotnick 
feels she has less personal freedom, being the only 
girl in a three-man office at the Accurate Construc- 
tion Company. “I often give up my lunch hour when 
the men are out, and heaven forbid I should have 
to stay home one day! But I like the responsibility. 
There is no doubt in my mind that I prefer a one-girl 
office. It requires complete loyalty, but the rewards 
are great. As you can see, I have a most comfortable 
office”—and she sweeps the modern decor of the sun- 
lit room with an appreciative glance. “My bosses 
even set up a little kitchenette for me in one of the 
closets, so I don’t mind a bit staying in for lunch.” 
Lila, who took business courses (Continued on page 54) 
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| office the place for YOU 





Do you like responsibility — lots of activity? Do you wan 
to be a key instead of a cog? Are you the kind of 

Girl Friday who wants to be the whole week? 

If so, we have it on the authority of five successful young 


secretaries that a one-girl office is the place for you 
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Smartly styled, attractive luggage helps you 


to look as well as act the part 


of the seasoned traveler. 


PACKING 
PLANS fora 
vacation 


wardrobe 


BY RUTH GREGORI 


,7 OU'VE PUT ON your best straw sailor, tucked in 
y that stray curl, and made a final check for tickets 
and reservations. The big day has finally arrived! 
You pick up your handbag and suitcase and take off for 
the two shortest weeks of the year, those two weeks 
off with pay. 

If you've planned your trip well—not just dreamed 
over it, but really tried to organize your thoughts— 
where you're going and staying, what and how much 
vou ll be doing—and if you’ve packed efficiently, you 
should arrive at your destination in good condition, 
spirits high, and luggage containing everything you 
need but nothing extra. Most women, when planning 
a vacation, follow one of these two methods: take 
everything they can possibly use; or take the minimum. 
Should the first rule be your tendency, you can vaca- 
tion anywhere, confident that you are equipped for 
anvthing—from water skiing on the Ganges to a game 
of lacrosse. If you're one who travels light, you can 
also plan on a varied itinerary, as your basic vacation 
wardrobe will, of necessity, be a single piece that can 
be worn at any function. But, midway between these 
two extremes (though there are favorable things to b 
said for both these viewpoints ), is today’s smart young 
traveler. Carrying her one bag and wearing an air of 
confidence and poise, she goes from sailing to dancing 
beside the pool by means of a happy combination of 


wardrobe planning and co-ordination. 


YOUR VACATION strE—whether it’s the shore or the 
mountains, a raneh or a resort—will naturally affect 
vour activities and, consequently, your wardrobe to 
some degree. But for most June to September vaca- 
tioners, two weeks of leisure means two weeks filled 
with the special “summertime” activities—swimming 
tennis, golf, sun-bathing, dinner in a roof-top garden, 
motorboating, Sunday at a baseball game. Once you 
have at least a general idea of what you will be doing 
or think you'd like to try, this is the time to start com- 
bining and co-ordinating. Perhaps the jacket of your 
traveling suit could also be used with Bermuda shorts 
for walking or cycling. If you keep the suit jacket in 






mind while shopping, you can purchase shorts and 
skirts with an eye to how they'll all look together. 
If your jacket is one of this spring’s very brief boleros, 
vou might even use it to top a full-skirted cocktail 
dress. 

There’s no limit to what you can combine with to- 
day's rainbow of color and style; so have a preview of 
vourself before you go anyplace. See which pieces 
can do double duty, When purchasing those few 
extras, don’t be afraid of pleated or full skirts. Though 
they will take up more space in a suitcase, theyre 
excellent travelers—wrinkles or creases will hang out 
within a short time. 


YOUR VACATION ACTiviTiEs Will also decide what new 
clothes you may want to buy. If you're an expert swim- 
mer, youll want a different type of suit from someone 
whose main concern is getting a sun tan. 

For sunning, playsuits, shorts and separate tops 

either strapless or tailored) are strong favorites. 
Many of these might also double for tennis and other 
sports. Remember, though, that many vacation spots 
will not permit a halter or strapless top on the courts. 
Some places even require players to wear all white. 

For golf, however, youll probably want a dress 
Why not try one with a matching sweater that will 
be comfortable for sight-seeing and shopping also? A 
skirt-and-shirt combination can do double duty, too— 
on the golf course and in town. 

And, since you're planning ahead and combining, 
try a terrycloth robe that can be used both to dry 
vourself on the beach and to wrap yourself in when 
stepping from the shower. Thinking along the same 
lines, plan on including a pair of flats that can be used 
for beach wear, for walking, and as bedroom slippers. 
Woven-straw or canvas novelty flats are excellent for 
all these purposes. 

But, if you find yourself unprepared for a last-min- 
ute date despite all your foresight, don’t pass it up. 
This is a vacation! Wear what you have and use a 
charming manner and smile as your accessories. They 


make any ensemble an unbeatable combination. 
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n you read shorthand? You can probably speed through this article, which is based on Chapters One through Ten of the Manual. 
“standard” words each, so that you can estimate 


your reading speed. 
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| F YOU SUDDENLY iound yourself working for a 
new boss because of unforeseen circumstances—a 
voss who dictates more rapidly than most bosses and has 
i. vocabulary like Webster—would you be frightened? 

Many of us, especially those who have worked for 
one man for a long time, find ourselves relaxing and 
settling down into a rut of complacency where dicta- 
tion is concerned. We become so accustomed to the 
vocabulary in the dictation we take every day that 
we can almost predict the phrases that will be used, 
sometimes even the exact words; and we get every bit 
of it down on our notebooks without effort. 

The longer a secretary permits this complacency to 
exist, the more she is gambling with unemployment. 

One capable girl lost her job because of a situa- 
tion like this. Laura’s boss was suddenly forced to 
take al vear s leave ot absence because of il] health. 
The man who replaced Mr. Field was dynamic. 
In addition to his regular work. he was often called 
on to speak at various business gatherings and local 
clubs. This, of course, meant a heavy schedule each 
day and a great deal of dictation. He was a fast 
thinker and_ skillful with words; and, the first day 
he began dictating, Laura was compelled to stop 
him and apologize. 

“Tm very sorry, but I can’t write shorthand that 
fast. Mr. Field always went so slowly that I guess 
lm out of practice.” Then she hastened to assure 
him that she would go to night school and take a 


brush-up course. 


Bur rr was Too LATE. The new man needed speed 
immediately. Laura was replaced by another girl. 
However, because of her years of service with the 
company, her efficiency in other respects, and her pop- 
ularity with fellow workers, she was not discharged 
but was given an assignment working for a man who 
seldom dictated. She was told that when she completed 


her brush-up course, she would be eligible for the 
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IS YOUR 
SHORTHAND 
SHOPWORN? 


It’s good job insurance to keep your shorthand 
vocabulary current. It's as important as keeping 
up with the times in the way we wear our hair 


and the style of the clothes we buy. 


BY DOROTHY WHITE 


next opening commensurate with her previous classifi- 
cation. In spite of this special consideration, the 
temporary decrease in pay and the loss of prestige 
and self-confidence were sources of unhappiness to 
Laura for a long time. 


Or course, if a prospective secretary learns her short- 
hand very thoroughly in the beginning and does not 
apply for employment before she is completely trained, 
she is less apt to lose speed to an alarming extent 
throughout the vears. Any loss of speed, however, 
is dangerous. If you must strain every brain cell 
to get the words down on your notebook, the re- 
sults will be undesirable. Your shorthand outlines 
and your outward appearance will both betray your 
intense effort. Poise is one of the essentials of being 
a top-notch secretary. 

It's good job insurance to keep your shorthand 
vocabulary current. It’s as important as keeping up 
with the times in the way we wear our hair and the 
style of clothes we buy. A new boss or a new as- 
signment for our present boss Can mean a complete 


change of vocabulary. 


SOME GIRLS FIND IT NOT ONLY BENEFICIAL BUT EN JOYABLI 
to attend night school a few weeks each year, Brush- 
ing up. however, does not necessarily mean returning 
to school. If you are good at disciplining yourself, 
you can review on your own. Set aside fifteen minutes 
a day to practice reading and copying the shorthand 
stories and drills in Topay’s Secrerary. Secondhand 
book stores usually have shorthand books for a very 
reasonable price. If you no longer have your school 
books, spend a few dollars for a shorthand dictionary 
and possibly a book of phrases. A few pages of 
review each day will be of real help to you. 

And if your new boss throws a word like “antidis- 
establishmentarianism” at you, be prepared. Impress 
him by writing it without the flicker of an eyelish! 


to 
wo 








Brokerage Terms 


above-average yield 


> g a 


%. - zt 


2 


J 


accrued interest y 
cc eres AD 


Cc ») 
z 


advance ticket sales 


active markets 
active trading markets 


adverse earnings factors 


American Stock Exchange 
amortization g 7D 
annual dividends J ¢ 
applicable differential 


appreciation of assets &% ¢ ? 
approximate price + Ma 
bank stock = 
bankruptcy proceedings ” 


basic profit problem ¢ 
better-than-average 4 

i, C 

2 e- 


Ay, 


betterments 
bid price 


bids and offers 
board of directors 


book value per share eae 
brokerage fee Cy 
? 


bylaws 
capital gains 


capital gains taxes 
capital stock 


ya 


ry 
aor a 
>” 
G 


>¢ 
o « (2 


capitalization 


certification of incorporation 


close corporation . a 
code numbers — C 
common stock d ’ 
comprehensive stud ¥ 

, a a 


consumer credit 
consumers price index 


convertible certificates 
corporate charter 


? 
= De Coy 


Cb / 


corporate developments 
corporate earnings 


2-7 

corporate income taxes is 5 
C2 

corporation de jure : f 

cumul -tive preferred stock a = 

cumulative voting 7 


current assets 


_ Z 

current liabilities y 
ne dies 
A 

current ratio : A 


current yields 7 


cyclical lines of business 


0 Oa 
daily average volume f . 


de facto corporation “J @ hs = 
4 4 


customers’ net borrowings t, A 
aoe 
c 


24 


) 
[ Ce 


F 
debenture bonds f 4 


deferred expenditures fund (ge, 


depreciation of assets 
disposable personal income 
diversification 2. 
dividends 1) 
4 C 
Dow-Jones averages "a 7 
downward movement _- + 


<4 


earning capacity 


earning power a-7 

ao 
estimated equity y a 
ex-dividend i 
exercise of warrants &% re 


extraordinary adjustments 


< ~ c J Z 2 
extraordinary income + 
extreme variations Pr f 
r x4 
) J 
face value Poe | . 
Federal statute 
SO 


) 
Federal transfer tax Z2_ A ) tf 


fiduciary relationship 


financial arrangements 


eee 
‘es 


fiscal-year basis 7 
Fe, 

aii Pe? ap 
“flash” printing cy 
forerunners ) CF 

«< ee 
funded debt a Fa 
gross expenses ly : 


guideposts of business ~ 
guideposts of finance 


_— 
Se 
Loy 


hey A 


SG 


highest levels 


highly competitive 


incidental powers 
indemnity bond 


t 
o 
indicated discount 
=s 
indicated premium - ‘f° 
/) 
individual issues A t 
industrial controls system 7 f 
4 y 
industrials 2 
L 
industry groups 
insolvency = . 
institutional favorites 27 - ‘ 
4 
institutional investors 24 y) 
insurance stock ? a 
, cer 
investors / 9 
judicial sanction - 
Tt 
laggards ee 


latest interim period < 


liquidating transaction ‘ reo 
liquidating value . op 

A 
liquidation wd 


long-term capital loss «_ 


a = 


TODAY'S SECRETARY e¢ June, 


Compiled for Today’s Secretary by R. 


Gy. 4 


‘manufacturing units 


Robert Rosenberg 


s 


long-term trends x p--” 


management 


management realignment 


a 


ae. 


a. X ? - 
manufacturing operations / e_< 


market averages 


market price 
merchandising program 


Rae . 
minimum commission rates = ¢ 
Moody's AAA bond yield 2 

AD ( 
municipal bonds ” 
municipal corporation , C r ‘ 

7 .. 
7 4 
National Association of Z asd 
Securities Dealers 
net security profits CPO 
New York Stock Exchange 5 ; 


no-par-value stock c 
nonassenting stockholders} “ 
/ 


nonconsolidated subsidiaries —e ~ — 


nonstock corporations 


odd-lot trading < aA 
operating earnings 


outstanding warrants 
over-the-counter markets ay 


par value ©) 
par-value stock oy) 
parent company Os : 
participated basis a 
oO 
Cec 
gf 
, on 


Poor's industrials a c 4 


participating preferred stock 
perpetual succession 


post locations “+5 


potential tax liability - 
predecessor compunies 


preferred stock Cr 


premium reserve 4 Ce 


price range 
pro forma 


production index Ce? g 
profitable operations ¢ 


4Ez . 


promoter ‘e $ 


o™ 
proxy 


Cu 


quasi-public corporation 
quo warranto ere, 


J (~~ 
Co 


a 
f 
y, 


receivership 
recoverable preferences 


regional stock exchanges 
registered exchange 
he 
reorganization 
representative stocks SF 
a 
1956 


»seller’s option contracts 





SIMPLIFIED 


reserve for taxes 
round-lot sale 


26 


scrip 4,2 
securities ¢ 3 

> 
Securities and 7 


Exchange Commission 


security profits ye 
y ce 


neon ‘ 


selective markets 


semiannual dividend fD 7 
ost 
senior capitalization 


short interest ? 


short-term capital gain ~—D 


) 
— 


sinking fund 


special capital return 
speculative stocks a Ce- 


split-ups eC «4 

stable income stocks ZA > 
sO~ 

statutory sanction Ae —_ 


stock assignment 


stock certificate 76 
stock digest 


stock dividends f 
stock market 


stock rights w 
stockbroker 7 

/ 
stockholders Le FD 
subaverage C 
subscription prepayment 4 + 
subsidiary companies {~* Sd- 

+ ee 

= 


substantial earnings ‘ 
surplus adjustments - 


tabulated stocks 


ticker symbols ) os 
treasury stock re 
trustees (/ 
é 
ultra vires acts x) 
? > ) 
underwriters he, ¢ ¢ 
o) 


Uniform Business 
Corporation Act 


unit of trading 
unlisted securities 


unrealized appreciation 2 
upward movement 


utilities g* é 
utility stocks or? 


watered stock 7 

wholesale price index < ct» 

working capital position —>7o° 

worse-than-average 2 G 
‘ Cy , 


| 
| 









~ 0 P- tA ¢ 
Y ae a fo al ao O alt w<_ ~~’ > The results were 
i Ba 4 2. —2 , | astounding. _a4 * , oe 


ee ee ra 








. | have edited three house organs. 
a of Ze 2 7 & 

d\n tar Af olathe 
2° CC 47 20 
7 o<— — ~- _— 
ae hea C 
Piccnall VA 9: 


— 


C27 1p” one 


Cee ae ay 
—t 4 A wo PO 
2¢ /4LP- or = 
oe ed hr ae Ah 
Geer FM ol ae oe 
pS ae 
So 
oe ae 


a . 


Glmy ia n 


PEELED 
pF 








7 a, am SF ine ¥ 


Lc Grr | 











aug =F ne a ie a ae 
— 3 a Oo >7 
i OC ey ae ae When my 


Y 


boss approached me 4“ Se OI. 


CP eet we 
a hae 


rn 


— 


| ae 5 — 
le ee ge 
TE on 
* 7 VA 3 " a Ps 6 —_— 
—— ay il oa — 
va 3 , 


Yo " fr VY iio Cc P (io 
SZ . 
= E ne eae — go 


> “es Se. e , 
— tae “mz 2A 


ee 


As ae a 


a 4 
~ £27, 
ee Oe eet gf £5 
Me ee, 
pean ae 


a 





One of the rules 


" Ve ae 





: 
| 

















| Assignment: 








A-BOMB 


BY HELEN LEININGER 


rPNHERE I WAS-—terribly excited, but not frightened 

—in a trench only 2 miles from the tower where 
Apple Two awaited detonation. It was just before 
dawn on May 5, the climax of two weeks of building 
up and letting down, nights without sleep and days of 
ever-increasing tension. I was going to see an atom 
bomb exploded! Not just see it—but see it as a vol- 
unteer, as close to it as any civilian woman has ever 
been in peacetime. 

I was in that trench as a result of my job as sec- 
retary to Homer N. Calver, secretary of the Public 
Health Committee of the Paper Cup and Container 
Institute. My boss is also a member of the National 
Advisory Committee on Emergency Feeding of the 
Civil Defense Administration, which planned and car- 
ried out mass-feeding arrangements for the A-Bomb 
test. Mr. Calver went to Nevada as an observer; I was 


asked to go as a member of the Mass Feeding Team 


| ARRIVED AT CAMP MERCURY, the Atomic Energy Com- 
mission Camp, on Friday, April 22. Here 450 civilians 
of the field-exercise group staved—60 miles from the 


bright lights of Las Vegas. All the women (there were 


‘ ‘ 


50 of us) were assigned to a dormitory. In spite of 
the close quarters, little sleep. and constant tension, 


we all got along well 


4 much-needed break in a busy day. The author 
second from left) relaxes with a group of vol- 
unteers after a tour of a “contaminated” area 
White boots are to protect feet from any radio 
active particles in the area 
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Back home, after a_ once-in-a-lifetime ex 
perience. Helen was delighted to return to 
the “peace and quiet” of New York 


Our accommodations were anything but luxurious 
We slept on bunk beds—five or six to a room. We 
showered in the communal shower. We did our own 
washing, and hung our clothes on a rope outside the 
shower room to dry. For the first two days we made 
our own beds; then maid service was provided, But 
all these “glamourous” accommodations cost a mere 


50 cents a night. 


THERE WERE TWO RESTAURANTS for field-exercise peo- 
ple, both operated by private catering companies. In 
the Silver Dollar, a cafeteria, we paid a silver dollar 
on entering, and ate as much as we pleased. In the 
second restaurant, the A La Carte, there was both 
table and cafeteria service. Food was wholesome 
steak, pork chops, fried chicken—but the menu was 
the same every night. 

However, that sort of monotony didn’t matter much 
We soon lost all sense of time. We'd say good night 


at six in the morning sleep until two in the afternoon, 








and voice our good mornings at that late hour, Wak- 
ing hours were extremely busy. Lectures, briefings, and 
inspection tours were held frequently. In addition, 
each group had to rehearse its role for the actual ex- 
plosion. The “dry run” for my group—the Mass Feed- 
ing Team—was scheduled for April 25, the day before 
the A-Bomb was to be set off. 

There were 60 of us on the Mass Feeding Team, 
cooks and servers, scheduled to serve two meals, 
cafeteria style, to the 2,000 civilian observers of the 
blast. Breakfast was to be served immediately after the 
blast. Lunch was to follow the inspection of “Doom 
Town,” the mock village constructed to test the effect 
of the bomb on different types of construction, furn- 
iture, equipment, and food supplies. 

The food was to be cooked in large pans and in- 
stitution-sized food cans. Of course, all food and 
beverages had to be served in paper. When water is 
in short supply and there are no dishwashing facil- 
ities, paper is an absolute necessity for sanitation and 
service. 


PROMPTLY AT EIGHT-THIRTY ON OUR DRY-RUN DAY, April 
25, we headed for the rehearsal area. From ten that 
morning till six that night, we rehearsed—in the midst 
of a terrific wind and sand storm that quickly over- 
came the canvas windbreak we had so hopefully set 
up. Exhausted, we trekked back to camp that night, 
only to discover that the blast had been called off 
because of the weather. 

Most of our group were excused until ten the fol- 
lowing morning. I wasn't. I had volunteered to be in 
the front civilian trench, position Baker, 2 miles from 
the blast, instead of back with the observers and 
feeding group, 8 miles away. All volunteers—including 
me—had to report for briefing that night. We went 
through desert training until 3:30 a.m., then crawled 
into bed. Six-thirty found us up, ready to go through 
the whole routine again. 

From then on, we had two dry runs daily—one at 
night, one during the day—always in anticipation of 
the big blast. Unfavorable weather caused constant 
postponements, and soon everybody became a 
“weather expert.” Prevailing winds and cloud forma- 
tions became major topics of conversation. 


ON THE NIGHT OF MAY 4, we were briefed for the 
umpteenth time. Everybody was dressed for the desert 
cold. | had on a pair of long pink pajamas (the kind 
babies wear, but I'd taken the feet out), slacks, a 
sweater, a heavy sweatshirt, an even heavier Army 
shirt, high boots, coveralls, an alpaca-lined jacket, 
a wool scarf on my head, a helmet, and a pair of gloves. 
For the actual test, we also had goggles and respira- 
tors equipped with filters. And all of us wore film- 
badges and dosimeters to measure the amount of 
radioactivity to which we were exposed. 

By 2:35 a.m. the entire group had passed through 
the last security-check gate and arrived at Baker. Here 
there was a scene of furious activity. Jeep drivers 





hurried to cover the motors and seats of their vehicles 
with heavy foil, taped down with masking tape. The 
media people set up their cameras and equipment. 
The communications group tried to contact other 
areas. Everyone was busy at his assignment. 


FIirTEEN MINUTES BEFORE THE BOMB WAS SCHEDULED to 
go off. we all had to be in our trenches. Baker trench 
was about six feet deep and a yard wide, sandbagged 
on the tower side. There were 30 people in it, each one 
assigned to a specific place. 

Five minutes before the blast, | was interviewed by 
Roy Neill on the Dave Garroway television show. 
I was asked if I was nervous. Well, 1 wasn't—just 
so excited I could hardly bear it. 

Then it was time for the count-down, and I went 
hurrying back, stumbling over wires and people, know- 
ing | had to be in my place when the blast came. 
“One minute,” barked the loudspeaker, “45 seconds 

. 30 seconds... everybody down!” 

We knelt on one knee, head down, our helmets way 
back on our heads, our right shoulders tight against 
the sandbagged wall of the trench. One hand touched 
the ground to steady us. 

“Ten. nine, eight, seven, six, five, four, three, two, 
one, zero.” Then a terrific, blinding white light pen- 
etrating through goggles and closed eyes! The whole 
trench shook like an earthquake. There was a burst of 
noise, so great it was painful, and a shower of dust 
sand, and pebbles—all within seconds. 


SOMEONE SHOUTED, “EVERYBODY UP!” | looked up; 
and, for an awful instant, I thought something had 
happened to my eyes. | couldn't see a thing, and | 
started to run out of the trench blindly. Then I re- 
moved my goggles. They were completely covered 
with dust that had been raised by the bomb. 

It’s a frightening thing to say, but that bomb burst 
was the most beautiful thing [ve ever seen. The fire- 
ball and ice cap had already disintegrated, but the 
sky was brilliantly colorful. Later, when the sun came 
up, there were different effects, all equally beautiful, 
all equally awe-inspiring. 

Chattering with relief, we went back to our jeeps 
and made our way back to Media Hill. Within twenty- 
five minutes after the blast, the Emergency Mass 
Feeding Team was serving breakfast to 1,200 people— 
a breakfast we hadn't started to prepare until after the 
blast. By 7:30 a.m. | was back at camp, extremely 
fatigued now that the excitement was over. 


AN EXPERIENCE LIKE THIS should leave some mark or 
change a person; and, it probably has, but not visibly. 
All I can show is the “Desert Rat” card, awarded by 
the Federal Civil Defense Administration “to those 
who were exposed to quantities of dust, sand, ob- 
servers, Federal personnel, photographers, newsmen, 
lizards, and other plagues for having survived 
the aforementioned plagues without becoming an 
uncivil defender.” 
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Light as a breeze on the hottest day—a new 
Junior dress by Mindy Ross. Made of a blend of 
cotton and silk. Comes ina light and dark 


brown stripe or in shades of blue. Sizes 5-15. 
About $15. At Bloomingdale's, New York. 
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Acetate and cotton are combined by Sue Brett in a summer 
‘dream” dress. In toast, black, and pink. Sizes 7-15. 
About $17.95. At Jordan March, Miami. 


Sailor blouse in no-iron dacron by 
Dotti Originals. In charcoal, gray, 
and white; navy, light blue, and 
white; maroon, tan, and white. 
Sizes 32-38. About $6.50. At 
Foley's, Houston. 


Highland-fling pajama set, styled 
by Harry Berger for Tommies. In 

pink and aqua, sizes 32-38. About $11. 
fame §=At Carson, Pirie, Scott, Chicago. 

















OSSIBLY, when you were a little girl, you were 
P told that if you said “prunes, pears, poultry” over 
and over again, you'd grow up to have a beautiful, 
perfectly proportioned mouth. But many little girls 
are terribly busy with hopscotch and double Dutch, 
and they neglect their “prunes, pears, poultry.” And 
some young shrewdies blithely ignore such advice, 
banking on the magic of lipstick to aid them if any 
camouflage is necessary. 

Fortunately, a tube of lipstick can be a_ potent 
beauty aid. Artfully applied, it can refine or broaden 
a smile, smooth out an imperfect lip line, or add a tilt 
of merriment to a drooping mouth. Illustrated on these 
pages are some of the most common problems, and 
suggestions for correcting them with lipstick. 

In all cases of lipstick art work, your aim should 
always be to create a pretty mouth that will look so 
natural no one will ever guess the clever artistry in- 
volved. But, as with any do-it-yourself job, you should 
have the proper equipment—a lipstick brush, a good 
mirror, and plenty of light. A lipstick brush will allow 
you to draw the clean, definite outline that gives a 
natural look to your mouth. Once you become ac- 
customed to using a brush, you'll find it’s very easy to 
work with. Coat the bristles generously with lipstick. 
Then hold the brush like a pencil, using your little 


finger as a prop against your chin to steady your hand. 
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Starting at the corners, draw your outline toward the 
center of the mouth. Do each lip separately; never 
transfer your pattern from the upper lip to the lower 
by pressing your lips together. Fill in the outline from 
the tube. 

A good mirror is one that gives you a clear, close- 
up view. Long-distance viewing (and, in this case, even 
the width of your dressing table can be long distance) 
wont reveal tiny slips or blotchy color in your lip- 
stick. Use a hand mirror if no suitable wall mirror is 
available. 

Lipstick camouflage should be carefully done. 
Youll find that a restrained touch—just the slightest 
bit of skimping here or extending of color there—will 
produce the most natural results. Too much freehand 
work will look exaggerated and give itself away. Be- 
fore you venture forth with a completely revamped 
smile, it's wise to experiment a few times in private 
and also to check the family’s reaction. There's no test 
more rugged than the candor of a brother or a father. 
And each time you apply fresh lipstick, make it a 
habit to give your lips a profile-view check with your 
mirror just to make sure your mouth looks natural 
from all angles. 

The color you choose has a lot to do with the at- 
tractiveness of your lips. Whether you need “Passion- 
ate Plum” or “Tawny Tangerine” depends on your 





















Thin lips can seem fuller, more glamourous, 

if you extend your lipstick to the very edge of the lips. 

Use your lipstick brush to round out any points. Do not carry 

color beyond the natural edge of your lips— this emphasizes the 
concealed edge and calls attention to your attempted camouflage. 


TOO 
THIN? 





Cheat just a bit with your use of color if you wish 

to create an illusion of more delicate lips. Keep the color well 
inside the natural lip line. Follow your natural outline 

as much as possible. To trim down a broad mouth, 

don’‘t carry color all the way to the corners. 


TOO THICK? OR 
TOO BROAD? . 
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A pursed little rosebud mouth was greatly to be desired 

in Grandma's day. But present-day standards call for a freer, 
more flamboyant type of beauty. Make the most of a tiny mouth 
by extending color to the very corners 

so that you will play up your lips as much as possible. 


TOO 
TINY? 





When one side of a lip is higher than the other, 

you can create an illusion of symmetry with your lipstick. 

Trim down the fuller side by keeping color well inside the natural 
lip line, Achieve balance by carefully building up 

the thinner side of the lip just enough to match. 


IRREGULAR 
LIP? 





particular complexion and hair coloring, the clothes 
vou will be wearing, and the effect you wish to create. 
lf your coloring is on the lighter side—fair skin and 
light hair—the softer shades of pink or coral will prob- 
ably harmonize most happily. Too dark a shade may 
seem overpowering; and, if you want to play down 
an unattractive mouth, a strong color will place too 
much emphasis on your lips. Rather draw attention 
to your eyes, by using a touch of mascara. 

Dashing brunettes with vivid coloring can set off 
their beauty with vibrant, glowing ruby-red lipsticks 
and deeper wine shades. But for a soft, flower-fresh 
look this spring, dark-haired lasses may want to try 
one of the gay pinks. 

If your skin has golden tones, stick to true red and 
coral shades. Pink-and-white complexions, on the 
other hand, are flattered by pink or blue reds. Inci- 
dentally, blue reds make your skin and teeth look 
whiter. And for evening, blue reds are often prefer- 
able because they counteract the yellow of artificial 
lighting. Conversely, blue reds are taboo wherever 
Huorescent lighting gives a blue cast. 

Invest in a wardrobe of lipstick colors to suit your 
moods and costumes. Nothing perks up your morale 
less expensively than a flattering lipstick. And nothing 
can add a gayer note to your beauty than an artistically 
applied smile. 


Add a happy lift to a drooping expression by painting a little 
smile in the corners of the mouth, To do this, 

fill out the lower lip to give it a broader, more graceful curve. 
As you outline the upper lip, stop the color before you reach 
the drooping corners and, instead, end with a tiny uptilt. 


DROOPING 
LIP? 
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and over again, you'd grow up to have a beautiful, 


told that if you said “prunes, pears, poultry” over 


perfectly proportioned mouth. But many little girls 
are terribly busy with hopscotch and double Dutch, 
and they neglect their “prunes, pears, poultry.” And 
some young shrewdies blithely ignore such advice, 
banking on the magic of lipstick to aid them if any 
camouflage is necessary. 

Fortunately, a tube of lipstick can be a potent 
beauty aid. Artfully applied, it can refine or broaden 
a smile, smooth out an imperfect lip line, or add a tilt 
of merriment to a drooping mouth. Illustrated on these 
pages are some of the most common problems, and 
suggestions for correcting them with lipstick. 

In all cases of lipstick art work, your aim should 
always be to create a pretty mouth that will look so 
natural no one will ever guess the clever artistry in- 
volved. But, as with any do-it-yourself job, you should 
have the proper equipment—a lipstick brush, a good 
mirror, and plenty of light. A lipstick brush will allow 
you to draw the clean, definite outline that gives a 
natural look to your mouth. Once you become ac- 
customed to using a brush, you'll find it’s very easy to 
work with. Coat the bristles generously with lipstick. 
Then hold the brush like a pencil, using your little 


finger as a prop against your chin to steady your hand. 
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Starting at the corners, draw your outline toward the 
center of the mouth. Do each lip separately; never 
transfer your pattern from the upper lip to the lower 
by pressing your lips together. Fill in the outline from 
the tube. 

A good mirror is one that gives you a clear, close- 
up view. Long-distance viewing (and, in this case, even 
the width of your dressing table can be long distance) 
wont reveal tiny slips or blotchy color in your lip- 
stick. Use a hand mirror if no suitable wall mirror is 
available. 

Lipstick camouflage should be carefully done. 
Youll find that a restrained touch—just the slightest 
bit of skimping here or extending of color there—will 
produce the most natural results. Too much freehand 
work will look exaggerated and give itself away. Be- 
fore you venture forth with a completely revamped 
smile, it’s wise to experiment a few times in private 
and also to check the family’s reaction. There’s no test 
more rugged than the candor of a brother or a father. 
And each time you apply fresh lipstick, make it a 
habit to give your lips a profile-view check with your 
mirror just to make sure your mouth looks natural 
from all angles. 

The color you choose has a lot to do with the at- 
tractiveness of your lips. Whether you need “Passion- 
ate Plum” or “Tawny Tangerine” depends on your 











Thin lips can seem fuller, more glamovrous, 

if you extend your lipstick to the very edge of the lips. 

Use your lipstick brush to round out any points. Do not carry 

color beyond the natural edge of your lips— this emphasizes the 
concealed edge and calls attention to your attempted camouflage. 


TOO 
THIN? 





Cheat just o bit with your use of color if you wish 

to create an illusion of more delicate lips. Keep the color well 

inside the natural lip line. Follow your natural outline 

t as much as possible. To trim down a broad mouth, 
don‘t carry color all the way to the corners. 


TOO THICK? OR 
TOO BROAD? 
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A pursed little rosebud mouth was greatly to be desired 

in Grandma's day. But present-day standards call for a freer, 
more flamboyant type of beauty. Make the most of a tiny mouth 
by extending color to the very corners 

so that you will play up your lips as much as possible. 


TOO 
TINY? 








When one side of a lip is higher thon the other, 

you can create an illusion of symmetry with your lipstick. 

Trim down the fuller side by keeping color well inside the natural 
lip line. Achieve balance by carefully building up 









IRREGULAR 
LIP? 





the thinner side of the lip just enough to match. 





particular complexion and hair coloring, the clothes 
vou will be wearing, and the effect you wish to create. 
If your coloring is on the lighter side—fair skin and 
light hair—the softer shades of pink or coral will prob- 
ably harmonize most happily. Too dark a shade may 
seem overpowering; and, if you want to play down 
an unattractive mouth, a strong color will place too 
much emphasis on your lips. Rather draw attention 
to your eyes, by using a touch of mascara. 

Dashing brunettes with vivid coloring can set off 
their beauty with vibrant, glowing ruby-red lipsticks 
and deeper wine shades. But for a soft, flower-fresh 
look this spring, dark-haired lasses may want to try 
one of the gay pinks. 

If your skin has golden tones, stick to true red and 
coral shades. Pink-and-white complexions, on the 
other hand, are flattered by pink or blue reds. Inci- 
dentally, blue reds make your skin and teeth look 
whiter. And for evening, blue reds are often prefer- 
able because they counteract the yellow of artificial 
lighting. Conversely, blue reds are taboo wherever 
Huorescent lighting gives a blue cast. 

Invest in a wardrobe of lipstick colors to suit your 
moods and costumes. Nothing perks up your morale 
less expensively than a flattering lipstick. And nothing 
can add a gayer note to your beauty than an artistically 
applied smile. 


Add a happy lift to a drooping expression by painting a little 
smile in the corners of the mouth, To do this, 

fill out the lower lip to give it a broader, more graceful curve. 
As you outline the upper lip, stop the color before you reach 
the drooping corners and, instead, end with a tiny uptilt. 


DROOPING 
LIP? 







PHOTO, COURTESY OF TONI‘S VIV 





V) 
Ladies’ 


Natural Elk 


Moccasin 





A sporty moccasin made from high 
grade elk tanned leather. Brown rub- 
ber sole with built-in) arch support. 
Hand sewed tip Adjustable leather 
lacing around collar for snug fit. Color 
Natural Elk. Sizes 3 to 9, whole and 
half sizes. C width only. Price $6.10 
postpaid. Send for Spring Catalog 
L. L. Bean, Inc., 87 M in St., Freeport, Maine 


Mirs. Fishing and Camping Specialties 


IN A 
59 


NEW MAKE.-A-NAIL...$1 





Also new economy size kit—over twice as 
much, together with special ‘sealer’ only $2. 
New miracle preparation builds LONG, 


GLAMOROUS nails easily, 
brush it on, Replaces broken nail with perma- 
nent one of your desire in minutes. Length- 
ens, strengthens, protects. Stays on tight 
grows with the nail! Can be filed, cut, pol- 
ished. Sure cure for ‘NAIL BITERS.’ Com- 
plete kit for $1. New economy kit only $2 ppd. 
Carol Beatty, Dept. L6X, 7410 Santa Monica 
Blvd., Los Angeles 46, Calif. FREE CATA 
LOGUE included. 


quickly as you 








THE SECRETARY'S $48 ps: 
CHARM BRACELET PostPaID 


Twelve accurate miniatures of the secretary’s 
profession, each beautifully Hamilton Gold-Plated 
and guaranteed perfect. Charms include pencil 
sharpener that turns, posture chair that even 
swivels, typewriter, file cabinet, desk, telephone, 
time clock, stapler, adding machine, eraser, water 
cooler plus the inevitable Swiss cheese sandwich 
and coffee! Money back guarantee, Send check 
or money order NOW! 


PERSONALIZED GIFTS COMPANY 
160 Fifth Avenue, Dept. 16-S, NEW YORK 10, N.Y. 












™ CONVERSATIONAL JEWELRY 
FOR “YOU” 

x D —_ a +e —- choad 

} \! eather in RED or 

‘EEN cost only $1.98. 

— $3.50. | Limited 

| TERRY ROBERTS, 65 E. 93 St., New York, N. Y. 
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TODAY’S SECRE! 





Today’s Secretary 


Goes Shopping 





Smart Shoes with a gypsy air. And 
you can make them yourself! Soles are 
rugged, flexible molded to 
fit the contour of your foot. Tops are 
precision-¢ ut trom soft, moccasin sue ce 


leather. All holes are 


COW hide, 


prepunched. A 


few quick stitches and you can have a 
attractive 
waxed 


she CS 


pair of comfortable, 


Kit contains needle linen 





thread, sponge-rubber insole, instruc- 
tion sheet, and the shoe leathers. 
Women’s full sizes: 4 to 9. Colors 
golden chamois, turquoise, Basque 


red. Make one pair for summer cot- 
to match fall’s first at- 
Shoes are $2.60 a pair; 
$4.75 for two pairs, all prices postpaid. 
Satisfaction guaranteed. Order 
the Tandy Leather Company, 
rs, P. O. Box 791, Fort Worth, 


tons, another 


home clothes. 
from 
Dept. 


Texas. 


Record Rack will please the 
particular music 
ments hold two hundred records 
long-playing (either 
78-rpm_ albums. 


most 
lover. Ten compart- 
~both 
33% or 45) and 
Handsome, 
design blends with any 


modern 


Rack is 


le ‘Cor. 





made of sturdy, 
has rubber-tipped legs. It measures 25 
by 22 by 10 inches. Shipped complete- 


black wrought iron, 


ly assembled. A safe, attractive home 
for your favorite discs. Just $9.95, ex- 
press collect. Money-back 
Write to Leslie 
Dept. 461, 


guarantee, 
Creations, Box 9516, 
Philadelphia 49, Pa 


ARY @ June, 1956 


King-sized Coin Bank made of dur- 
able plastic 
pennies. 


to help you save your 
Top and bottom are of bright 
colors, cylinder in clear plastic so you 
can see bank 
a patent- 
ed, foolproof money slot and 


what you save. Coin 
measures 5 by 8 inches; has 
a pad- 
lock with two keys for extra protection. 





Takes all dollars. 
Start putting in your pennies and 
watch the dollars pile up. Bank is just 
$2.95: two for $5.60—postpaid. (No 
C.O.D.’s, please.) Immediate delivery; 
guaranteed to please. From The Bower 
Manufacturing Co., Dept. 237, ¢ 
Indiana. 


comms, even silver 


,oshen, 


Storage Space for those handsome 
tailored shirts, pretty blouses, and 
warm sweaters. Shirt ‘n Blouse Booklet 
is made of heavy, scuft-resistant Poly- 
ethylene, tape-bound with heavy bind- 
ing. It measures 18 x 12 inches and has 
a full angle zipper across the cover for 
airtight Booklet holds 


storage. four 





shirts, blouses, or sweaters; keeps them 


neat, clean, safe. Only $1 each, three 
for $2.85, all prices postpaid. Our ad- 
vice is to stock up on these handy 
items. They’re definitely aids to a well- 
groomed wardrobe. Write to Downs & 
Company, Dept. 256-TS, 
Illinois. 


Evanston, 











The Light Touch—a flashlight with 
new look and a new principle of 
operation. The X-M_ Electro Pack is 
ittractively designed and finished in 
embossed fabricated leather with har- 
monizing metal trim. Powered with 
electro-chemical cells; 


bulbs to replace 


no batteries or 
Emits a sharp, power- 
ful beam of light. Rugged construction 





Choice of  thre« 
leathers: ostrich, tri-tone bear, 


assures long life. 


and red 
morocco, trimmed with black ebonol or 
simulated gold-finished metal. Good- 
looking, useful, small enough to Carry 
pocket. Only $1.98, 
postpaid, from Terry Roberts, Dept. 
TS, 65 East 93 Street, New York, New 
York. (Continued on page 55) 


in handbag or 





COLORFUL GOLF! 


More Fun — Lower Scores 
Fewer Lost Balls! 
Newest sensation on the fairways—Golf balls in glowing 
fluorescent color! Eas to find on the 
the rough. Colors won't crack or peel—can be washed 


over and over. High compression liquid centers make 


fairwa or in 


ght and far to cut uur score. Get a 
set for ourself—Specia 
} tone ea l 


Magenta Lime) Pod... nl 


gift for Father's Day. Set of 


$3.95 
$11.50 


Special! Personalized Golf Balls. White only. 
Any name to 12 letters and spaces. High com- 
pression. Liquid center. Box of doz. $11.95. 


No C. O. D.’s please. 


GLASSCRAFT 


Box of dozen 


Satisfaction Guaranteed. 
920-T Chicago Ave. 
Evanston, Illinois 



















NOW! 
RUBBER 


| HANDLE 
ee>«~|C PAPERS 
messy FASTER 


SPONGES! = With amazing 


SORTKWIK 


Greaseless . . . Stainless . . . Convenient 
Creates tacky film on fingers ...makes 
paper handling easier, faster, cleaner. 
Send $1.00 for TRIAL OFFER of two full 
size containers .. . TODAY 





LEE PRODUCTS CO. 
2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN. 





WALLET SIZE 
PORTRAIT. oo 


PRINTS PAID 
(60 for $2) 


Perfect portrait 
snapshots for job 
and college appli- 
cations—a lasting 
memento of a 
happy occasion for 
friends and loved 
ones. Send us your 
picture (or neg.) 
with $1.00 for 
each pose — get 
back original 
with 25 beautiful 
ROY Prints on 
fine portrait pa- 
per. Nothing extra 
to pay. 


SATISFACTION 
AGvUAL wre GUARANTEED 
ROY PHOTO SERVICE, Dept. 88 
GPO Box 644, New York 1, N. Y. 












What Is Your’“1.Q.’’? 


AT LAST—you may take an approved, reliable 
adult intelligence test in home privacy and con- 
venience! Clear instructions, confidential report 
on completed test. Why guess? Others know. 
Information free. University Test Bureau, Desk 
D12, Box 401, Palo Alto, California. 

















KILL THE HAIR ROOT 


7 Destroy unwanted hair PERMANENTLY. Use con- 
veniently ot home. When you have read ovr 


instruction book carefully and learned to use 
‘df the new Mohler Epilator safely and efficiently, 
then you con remove unwanted hair FOREVER 
MONEY-BACK GUARANTEE (Our 76th Year) 


- NEW 
St he 8) Mea FOR YO 





MAHLER'S, INC. — Dept. 85-6 PROVIDENCE 15, R. I. 











Here’s What You DON’T Learn in School! 


Yes, here it is, girls: 1956's “'101 Office Short 
Cuts the most ‘rll king, comprehensive read- 
ng ever compiled for the modern secretary. 
Cleverly illustrated by secretary-author Magi Max- 


well, the book is studded with wondrous ideas 
gleaned from a long career in New York adver- 
tising, general office, and newspaper fields. $1 
Real New Books, Dept. TS, 29 Perry St., N.Y. 14, N.Y. 














SECRETARIES 





RROW $50 TO $300 ory 


You can borrow the fast, convenient 
and easy way. Loans to Secretaries 
on signature only, no co-signers, no 
endorsers, no mortgages. Friends, 
Merchants or Employer will not know 
you apply for loan. Repay in conve- 
nient monthly payments. Full details 
in plain envelope. Mail this ad today. 


CHAS. D. JOHNSTON, Mgr.  Brundidge, ~ 


e Name 
Address 
City i — 
1956 
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SALON-TYPE 
REDUCING PROGRAM 


CONVENIENT With the Niagara Program, 
you use salon-type equipment—but, in the 
convenience and privacy of your own home! 
There’s no traveling, no inconvenient 
appointments to keep. 

NO EMBARRASSMENT There's no disrob- 
ing, no unpleasantness, no embarrassment 
whatsoever. 

NO PHYSICAL EXERCISE Famous Niagara 
Cyclo-Massage® provides passive (no- 
work) exercise .. . no hard, tiring exer- 
cises are involved. Niagara helps increase 
circulation which helps you reach your 
objective. 

ECONOMICAL With the Niagara Plan the 
cost is less than that of many reducing 
salon programs, and you have the advan- 
tage of owning equipment that will aid 
you in promoting better health for your 
whole family for years and years. 


TESTED-PROVED The Niagara Plan is a 


. positive yet pleasant 
é, 
* 


way to lose pounds 
and inches from 
tummy, hipsand limbs 
in no time at all— 
in the privacy of your 
own home, at less 
expense. Write today 
for complete details. 





The Nicgora Thermo- / 
Cyclopad: lie on it, sit on fy 


it, use it on a arts of ~ nw "Cae, 
a oie iceech L» We Iphy / 
WRITE FOR , {~2ntroy f 
COMPLETE A) "| 
DETAILS “ ‘a 
r----— neti ane ll on 


| Niagora, Dept. TS-66, Adamsville, Pa. 


| Send complete details and free litercture about 
the Niagara Weight Control Program. 


| Name 
| Address 


| 

Baieiahe ner 

in Canada: Monarch Massage, Lid., Fort Erie, Ontario 
Copyright 1956, Niagara Mig. & Dist. Corp. 
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The Results of the 


43rd Annual OGA Contest 
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Pat O'Connor 


rHIRD PLAC! 





Irene Creaget 


PHIRD PLAC} 


GRAND PRIZE 
Hilo Commercial College 


Hilo. Hawaii 



























ULRICH. Director, Gregg Awards Department 


ERE IT IS at last—the list of individual and 

school winners in the 43rd Annual OGA Contest. 
Our sincerest congratulations to each and every one of 
you! 

The Contest was truly international again, with 
school and individual entries from many lands. Ap- 
proximately 20,000 Greggites competed in the Contest. 
and nearly 1,000 awards were issued. These awards 
testify to the skill of the writers, achieved only through 
long hours of practice. The resulting perfection of 
notes and the development of a facile writing style 
may be used as a springboard to higher professional 
attainment in shorthand. 

Many of the schools. including Hilo College, winner 
of the Grand Prize. have students earning the 140- 
word and higher speed awards. Doubtless, the pen- 
manship practice that these students did on the OGA 
Contest copy helped greatly in developing their speed. 

Perhaps you would like to congratulate the winners 
yourself. If your note is written in shorthand, it will 
add zest to the correspondence and may bring you an 
interesting snorthand triend. 

Our special thanks are due to all the teachers who 
entered this Contest, for their efforts in organizing 
and training such fine teams of contestants. We are 
proud of the work done! 
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Publie High School Division 





Albuquerque High ~ hool., Albuquerque, New Mexi 0 


St. lear Baptiste High School 


Lynn, Massachusetts 





Collegiate Division 





East Carolina College, Greenville, North Carolina 
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Philippine College of Commerce. Manila. Philippines 
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The Results of the 


GRAND PRIZE 
Hilo Commercial ¢ ollege 


Hilo, Hawaii 


43rd Annual OGA Contest 
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Perfecta Guangco 


ERE IT IS at last—the list of individual and 

school winners in the 43rd Annual OG A Contest. 
Our sincerest congratulations to each and every one of 
you! 

The Contest was truly international again, with 
school and individual entries from many lands. Ap- 
proximately 20,000 Greggites competed in the Contest, 
and nearly 1,000 awards were issued. These awards 
testify to the skill of the writers, achieved only through 
long hours of practice. The resulting perfection of 
notes and the development of a facile writing style 
may be used as a springboard to higher professional 
attainment in shorthand. 

Many of the schools. including Hilo College. winner 
of the Grand Prize. have students earning the 140- 
word and higher speed awards. Doubtless, the pen- 
manship practice that these students did on the OGA 
Contest copy helped greatly in developing their speed. 

Perhaps you would like to congratulate the winners 
yourself. If your note is written in shorthand, it will 
add zest to the correspondence and may bring you an 
interesting snorthand friend. 

Our special thanks are due to all the teachers who 
entered this Contest, for their efforts in organizing 
and training such fine teams of contestants. We are 
proud of the work done! 
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Public High School Division 





Albuquerque High hel hool. Albuquerque, New NMexi oO 


St. lear Bay tiste High School 


Lynn, Massachusetts 
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Kast Carolina College, Greenville, North Carolina 








Philippine College of Commerce, Manila. Philippines 
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SCHOOL DIVISION WINNERS 


Grand Prize 


Silver Loving Cup to the School, and a $100 U.S, Savings Bond 
to the Teachers 


Hilo Commercial College, Hilo, Hawaii; Daisy E. Conquest and June 
Yamaguchi, teachers 


Divisional 


Top Places 


Prizes 


First-Prize Trophy Cup to the School, and a $25 U.S. Savings Bond 
to the Teacher or Group of Teachers 


Pustic Hicu Scnoor Division: High School, Albuquerque, New Mexico; 
Lillian M. Kieke and Juanita Patferson, teachers 

PanocuiaL Scnoor Division: St. Jean Baptiste High School, Lynn, Massa- 
chusetts; Sister M. Rose Lillian, teacher 

Cotveciate Division: East Carolina College, Greenville, North Carolina; 
Audrey V. Dempsey, Lena C. Ellis and James L. White, teachers 

INTERNATIONAL Drviston: Philippine College of Commerce, Manila, 
Philippines; Francisco Ancheta, Mrs. Sebastiana §. Aragon, Ruth B 
Davis, Maria P. Dimayuga, Fermin C. Doria, Mrs. Amelia Gonzalez, 
Remedios Q. Luber, Rosalina D. Luna, Eutiquio C. Mendoza, Leticia C 
Mendoza, Mrs. Gloria A. Muneal, Mrs, Soledad S$. Orlina, Juan (¢ 
Samano, Florencia I. Sison, Ramon L. Villena, and Adelaida B. Zamora, 
teachers 


Second-Prize OGA Banner to the School, and a Swingline 4-in-1 Stapler 
to the Teacher or Teachers 

Pustic Hicu Scuoont Division: Senior High School, Beaver, Pennsylvania; 
Chester Greene, teacher 

PanocuiaAL ScHnoow Division: John Carroll High School, Birmingham, 
Alabama; Sister M. Mildred, teacher 

Couveciatre Diviston: Oregon State College, Corvallis, Oregon; Mrs 
Louise J. Orner and Mrs. Hilda M. Jones, teachers 

INTERNATIONAL Division; Assumption Commercial College, Bangkok, 
Thailand; Brother Rogatien, B. Thiva Boonyavanich, P. Vichit Suktha- 
vorn, R. Sanan Chomphaisal, and Brother Bernard, teachers 


Third-Prize OG A Banner to the School, and a Fountain Pen Desk Set 
to the Teacher or Teachers 


Pusnic Hicn Scnoon Diviston: High School, Shinnston, West Virginia; 
Mrs. Velma Love, teacher 


ParnocuiaAL ScHoot Division: Notre Dame High School, Southbridge, 
Massachusetts; Sisters St Jean-du-Cenacle and  Sainte-Veronique, 
teachers 


CoLLeciaTeE Diviston: Dunsmore Business College, Staunton, Virginia; 
Mrs. Elizabeth S. Brant, teacher 


INTERNATIONAL Division: Saint Anne Academy, Rawdon, Quebec, Canada; 
Sisters Patricia-Marie, Lucien-Marie and Marie Sylvio, teachers 


Prize-School Banners 


Next Five Places 


Banner to the School, and an Esterbrook Fountain Pen to the 
Teacher or Teachers 
Pusuic Hicun Scunoow Division: Wallace Rider Farrington High School, 

Honolulu, Hawaii; Alice Y. Fukunaga and Nancy Oyama, teachers 

High School, Ecorse, Michigan; Carl Peterson and Joann Devers, 
teachers 

Horace Mann High School, Gary, Indiana; Julia Brown and Tressa 
Sharpe, teachers 

High School, Marysville, Kansas; Irene Creager, teacher 


toosevelt High School, Honolulu, Hawaii; Mrs. Kathleen Armstrong and 
Kathryn Donovan, teachers 


PaARnocHIAL SCHOOL Diviston: Mount Saint Mary Academy, Fall River, 

Massachusetts; Sister Mary Dionysia, teacher 

Jesus Mary Academy, Fall River, Massachusetts; Mother St. Laurent, 
teacher 

Immaculate Heart of Mary Academy, Buffalo, New York; Sisters Mary 
Liliose, Mary Simplicia, and Mary Peter, teachers 

St. Mary’s Academy, Colon, Republic of Panama; Sisters M. Heribertha 
and M. Stanislaus, teachers 


Notre Dame High School, Central Falls, Rhode Island; Sisters M. Therese 
des Lys and M. Donalda-du-Sacre-Coeur, teachers 


CoLLeGiAtTe Division: College of William and Mary, Williamsburg, Vir- 
ginia; Edril Lott, teacher 


Louisburg College, Louisburg, North Carolina; Adelaide Jonnson, teacher 


Spartanburg Junior College, Spartanburg, South Carolina; Mrs. Dorcas 
S. Waugh, teacher 

State Teachers College, St. Cloud, Minnesota; Virginia G. Williams, 
teacher 


Cortez W. Peters Business School, Baltimore, Maryland; Evelyne D 


Vilkey, teacher 


INTERNATIONAL Diviston: Saint Anne Academy, Montreal, Quebec, Can- 


ada; Sisters Mary Madeleine du Calvaire, Mary Rose Paulina, Mary 
Monique du Rosaire, Gerard Marie, and Mary Davidica, teachers 
Driscoll Institute of English, Quebec City, Quebec, Canada; Dr. Alma 
Driscoll, teacher 
KCCI Gregg Steno School, Kobe, Japan; James A. Azegami, teacher 
Ihe Royal Commercial School, Georgetown, Demerara, British Guiana, 
South Am i; FE. siuricl Jones, teacher 
Holy Angeis idemy, Saint Jerome, Quebec, Canada; Sister Mary 


Therese de la Providence, teacher 





INDIVIDUAL WINNERS 
Grand Prize 
Silver Loving Cup 
Joe C. Phillips, Panola College, Carthage, Texas 


Division 
Top Places 


Student 


Finst Prace—Silver Loving Cup—Chooi Chee Fai, c/o The Perak River 
Hydro-Electric Power Company, Ltd., Kampar, Perak, 
Federation of Malaya 
Seconp Priace—Sterling-Silver OGA_ Lavaliere—Judy Asing, Roosevelt 
High School, Honolulu, Hawaii 
Tump PLrace—Esterbrook Fountain Pen—Pat O’Connor, Horace Mann 
School, Gary, Indiana 


Next Ten Places 


Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 

Karen Shannon, High School, Beaver, Pennsylvania 

Bertha Glenn, High School, Ecorse 29, Michigan 

Nancy Moore, High School, Shinnston, West Virginia 

Barbara Matusiak, Immaculate Heart of Mary Academy, Buffalo 11, New 

ork 

Lucille Rowan, Catholic High School, Altoona, Pennsylvania 

Rosa Chang, St. Mary’s Academy, Box 245, Colon, Panama 

Vincent Foster, St. Joseph’s School, Box 1972, Cristobal, Canal Zone 

Delma Lohse, High School, Marysville, Kansas 

Mickie Lucero, High School, Albuquerque, New Mexico 

Mrs. Connie Hopkins, Adult Business Center, 750 Eddy Street, San Fran- 
cisco, ¢ ‘aliforni i 


Stenographer Division 
Top Places 


First Piace—Silver Loving Cup—Mrs. Alice Minami Hirata, 1236 Ahiahi 
Street, Honolulu 17, Hawaii 
Seconp PLace—Sterling Silver OGA_ Lavaliere—Mrs. Amy H. Tsuneda, 
918 West Eastwood Avenue, Chicago 40, [linois 
Tuirap PLace—Esterbrook Fountain Pen—Leora Grace Smith, Greenville 
Steel Car Company, Greenville, Pennsylvania 


Next Ten Places 


Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 
Ann Runion, Box 351, Williamsburg, Virginia 
Amy Woon, c/o Kwong Choon Cheong Foundry, Kampar, Perak, Federa- 
tion of Malava 

Looi Hoong Seong, c/o Perak River Hydro-Electric Power Company, Ltd., 
Kampar, Perak, Federation of Malaya 

Mrs. William R. Freitag, 1212 Hayden Avenue, = 16, Cleveland 10, Ohio 

Earl Sanborn, Plant Motor Sales, Inc., Ashland, New Hampshire 

Francis Xavier Vivat, c/o Assumption Commercial College, Bangkok, 

Phailand 

Florence Wada, 945 McCully Street, Honolulu 14, Hawaii 

Rosie Belle Packard, 218 Main Street, Waterville, Maine 

Carmen D. Camacho, Box 1437, Ancon, Canal Zone 

Pamela Hodder, 39 Beulah Road, Thornton Heath, Surrey, England 


Teacher Division 


Top Places 


Finst Piace—Silver Loving Cup—Perfecta Guangco, University of San 
Carlos, Cebu City, Philippines 
Seconp PLace—Sterling Silcer OGA Lavaliere—Sister Eustelle-de-l’Eucha 
ristie, Sisters of the Assumption, Nicolet, Quebec, Canada 
THinp Puace—Esterbrook Fountain Pen—lIrene Creager, High School, 
Marysville, Kansas 


Next Ten Places 


Personalized copy of Hutchinson's “Standard Handbook for Secretaries” 
Catherine C. Manion, Central School, Waterville, New York 
Sister Edith Marie, Sacred Heart High School, Pittsburgh 6, Pennsylvania 
R. Sanan Chompnaisal, Assumption Commercial College, Bangkok, Thailand 
Winifred Price, The Gregg School, London Road, Croydon, Surrey, England 
P. Vichit Sukthavorn, Assumption Commercial College, Bangkok, Thailand 


. Sister M. Corda, St. Mary’s Central High School, Bismarcex, North Dakota 


Alice E. Kasparian, Adult Business Center, 750 Eddy Street, San Fran 
cisco, California 

Sister Josephine Marie, St. Teresa’s Academy, Boise, Idaho 

Carl Peterson, High School, Ecorse 29, Michigan 

Sister Mary Boniface, St. Basil Academy. 710 Fox Chase Road, Philadelphia 
11, Pennsylvania 


Runners-up—All School Divisions 


Banner to the Schools (listed geographically) and a Blue 
and Gold Enamel OGA Pin to the Teacher or Teachers 
Union High School, 


Congregation de Notre- St. Joseph’s School, 


Manteca, California; Dame High School, Cristobal, Canal 
Marion Lothrop, Caraquet, New Zone; Sr. M. Lionel, 
teacher Brunswick, Canada; teacher 


Sr. St. Rose, teacher 
Queen of Angels Acad- 
emy, Montreal, Que- 
bec, Canada; Sisters 
Mary of Bethlehem, 


Chaffey Union High 
School, Ontario, 
California; Donn M. 
Freasier, teacher 


El Dorado County High 


High School, Meriden, 
Connecticut; Doro- 
thy Roff Gorton, 


teacher 


M Ann-L : American Dominican 
School, Placerville, aaa” og | eo Academy, Habana, 
California; Elsie M. Therese, teachers Cuba; Yolanda Vi- 


Kain, teacher Coilege du Sacre- vanco, teacher 


Adult Business Center, Coeur, Sherbrooke, The wregg School, 
San Francisco, Cali- Quebec, Canada; Croydon, Surrey, 
fornia; Alice E. Kas- Sr. Jeanne Agnes, England; Winifred 
parian, teacher teacher Price, teacher 
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\Mfadonna High School, 
Aurora, Illinois; Sr 
Margarita, 

teacher 


Good Counsel High 
School, Chicago, Il- 
linois; Sr. Mary Do- 
loretta, teacher 


Josephinum High 
School, Chicago, Ll- 
linois; Sr. M. Xave- 
ria, teacher 


St. Gregory High 
School, Chicago, I 
linols: Sr. M, An- 
tonis, teacher 


Community High 
School, Pekin, Illi 
nois; Kathryn Pe- 
caut, Myrtle Mabry, 
Juliabel Strauch, and 
Floyd R. Howell, 


teachers 


High School, Inde- 
pendence, lowa; 
Mae M. Hanlon, 


teacher 


High School, Girard, 
Kansas; Edith Pros- 


ser, teacher 


Howard County Senior 
High School, Elli- 
cott City, Maryland; 
Mrs. Margaret B. 
Lotz, teacher 


High School, Dracut, 
Massachusetts; Mrs 
Blanche B. Roussel, 
teacher 


Precious Blood High 
School, Holyoke, 
Massachusetts; Sis- 
ters Marie Anne 
Liliane and Mart 
Perpetue, teachers 


Mission Church High 
School, Roxbury, 
Massachusetts; Sis- 
ters Mary Magda 
lene, Mary Jude, 
and Mary Solano, 
teachers 


Bartlett High School, 
Webster, Massachu- 
setts; Marion W. 
Currier, teacher 


High School, Alma, 
Michigan; Marilla 
Parfitt, teacher 


Fordson High School, 
Dearborn, Michigan; 
Marion Hunsicker, 
teacher 


Central High School, 
Flint, Michigan; 
Mrs. Erma Carpen- 
ter, teacher 


Slocum Truax High 
School, Trenton, 
Michigan; Thelma 
Kerr and Lucille 
McClary, teachers 


High School, Deer 
River, Minnesota; 
Mrs. Gertrude A. 
Dau son, teac her 


High School, St. Paul 
Park, Minnesota; 
Dora Je nsen, teacher 


High School, Willmar, 
Minnesota; Edith 
M. Johnson, teacher 


Saint Francis Acade- 
my, Nevada, Mis- 
souri; Sr. Mary Rita, 
teacher 


South High School, 
Omaha, Nebraska; 
Alice G. Harvey, 
teacher 


Senior High School, 
Concord, New 
Hampshire; Mrs. 
Velma R. Rich, 
teacher 


St. George High School, 
Manchester, New 
Hampshire; Sr. M. 
of St. Joseph Ar- 
mand, teacher 


Queen of Peace High 
School, North Ar- 
lington, New Jersey; 

Sisters Catharine 

Anita and M. Para- 

clete, teachers 

























St. Alphonsus Com- 
mercial High School, 
New York, N, Y.; 
Sisters M. St. Joseph 
and M. Stanislaus, 
teachers 


St. Vincent Ferrer 
School, New York, 
Sister Rose 

Miriam, teacher 


High School, Mount 
Holly, North Caro- 
lina; Mrs Zs. oe 
Ware, Jr., teacher 


Garfield Heights High 
School, Cleveland, 
Ohio: Anne Neville, 
teacher 


Union High School, 
Sherwood, Oregon; 
Mrs. Venita Bout- 
well, teacher 


Catholic High School, 
Altoona, Pennsylva- 
nia; Sisters M. Ger- 
maine and M. Lois, 
teachers 


St. Cyril Academy, 
Danville, Pennsylva- 
nia; Sisters M. Lil- 
liana and M. Bea- 
trice, teachers 


John Piersol McCaskey 
High School, Lan- 


caster, Pennsylva- 
nia; Sara F. Diller, 
teacher 


Saint Augustine High 
School, Pittsburgh, 
Pennsylvania; Sr. M. 
Sebastian, teacher 


University of San Car- 
los, Cebu City, Phil- 
ippines; Perfecta 
Guangco, teacher 


High School, Bremer- 
ton, Washington; 
Jessica Stevenson, 
teacher 


South Kitsap High 
School, Port Or- 
chard, Washington; 
Martha A. Sand- 
ness, teacher 


Senior High School, 
Wapato, Washing- 
ton; Hilda Mesick, 


teacher 


High School, Parkers- 
burg, West Virginia; 
Mrs. Margaret M. 
Keatley, teacher 


Catholic High School, 
Beloit, Wisconsin; 
Sr. M. Martha Ann, 
teacher 
































John Carroll High School 


SECOND PLACE e Public High School Division 


Senior High School, Beaver, Pennsylvania 


SECOND PLACE 
® Parochial 


School Division 


Birmingham, Alabama 
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SECOND PLACE e Collegiate Division 


Oregon State College. Corvallis, Oregon 


SECOND PLACE e¢ International Division: Assumption Commercial College, Bangkok, Thailand 
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Alaska 


High School, Mt. Edge 
cumbe: Byrdie McNeill 
tea er 

California 

r H } ~ 
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D Mrs. Ellen 
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Colorado 
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S nt John Commer i 
New Haver Ss 
i ku t 
i s ‘ New M 
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District of 
Columbia 
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Alabama 


Margaret Hig 
Ss ‘ Bayou La Batre 
S M. Rosaire eacher 
s her ( t Bir 
i M J. i 
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J I 
Ih 
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Hig Schoo ( 
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‘ ile Vi i 
(ruickshan teache 
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ced Beatrice V Fer 
’ teacher 
High School Paso Ro- 
Bernadine Beeler, 
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Sy Varu Deo 
Notr DD e Hi Schoc 
Sa J s Var 
R i eachet 
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Angel Guardian High 
s Chicage Sr. M 
WV heu te he 

I t Bu a 
Ih tur Mary Parke 

H Schor Huntle 
liunnah Mar ‘ ! 

I p Higt Sel l 
Pa ! / in 
a) he 


Indiana 


H Hig! Ss «1 
\ t Vv ktt 

George Roge Cla 
Scho \ Joan 
Wo Coughlar er 

Iowa 

His Sehe I 

J R we ache 
Kansas 

Girls Cathe High School, 
Ha S Vv P 
nil te er 


ton College 
Ellen M. Mille 
High School, Silver Lake 


Ura Plaster, teacher 


Sacred Heart Aca 
W ta Niste V 
im nd M B 
rome eache 


Louisiana 
4 lemy of the Holy Ar 


Ne Orilear Nis 
Vv f St. I 
Vv fs tire 


Maine 





High s I Vrs 
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Mar Josepl Acade 
BK ford; S Wf 
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S a le M 
His chool, Water ‘ 
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bb teacher 


Maryland 
Institute of Notre Da 


Ba " Sisters Mary 
I r iu Mary Janet, 


Canada 


St M Acad 
Chatha Ne Bru 
W M M.A. Ryo 

Busir College, Ltd 
re roug! Onta 
Vv i 0 B 
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wick S Saint % 
teacher 


Colorado 
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orado Spring SS? 
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ool, Eator Vrs 
Wertz, teachet 





Connecticut 


Hi Naugatuck 
M K n and 
Je hers 
Cathol \ Iu 
nam 
lienne, 


Honorable 


Mention—School 


GOLD SEAL CERTIFICATES 


Strayer-Bryant & Stratton 
College, Baltimore Mrs 
Ethel € Aemples 
teacher 

Chevy Chase Senior Hi 
School, Be " Lil 
lian G. M teacher 


Massachusetts 


Hig) Schoc ‘ 
Mildred I G 
Dominica \ I 
Rive S / 

aA er 

High 8S N \ 
love cl 1 
7 f " 

Holy Tr H s 
Roxbury S \/ 
Jeromin 

Sair Patr H 
sc ) R S 
Rit UV 
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Ruth I it 

( edra Higt s 
Spring S VU 
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St. Cyril High S D 
tr Ny Vv i 
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St Hig Ss 
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Se H Ss I) 
S V / 
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Dionys Ca 
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Scho St Pat S 
Ml Jean J / 
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Mu | Lee M 
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El Deu 
Sf I \ S 
I Sr. M j 
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Cuba 
Merici Acade Ha 


Edelm - 


Delaware 


Saint Peter il s 
Casth Ny V 
uret Crucifiza, teacher 


District of 
Columbia 


Cardozo Evening Hig 
School, Washington; 
Mrs. Lois 4% Procto 
teacher 


Florida 


Notre Dame Academy, M 
ami Mrs Irene 7 
Pope. teacher 

Holy Name Academy, Sa 
Antonio Mrs 
Gentry, teacher 


Academy of Our Lady of 
Perpetual Help, Tar 
pa Nr Daniel M 
teacher 


Nebraska 


High School, Bloor 
Mrs t 





S rlir J 
ure H 
lun 
; ete; H 
Lohmiller eacher 
High School, David Ci 
Idonna Burkhart Fl 
teacher 
High Sect Ss 
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( mt High 8 
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Community Hi Sel 
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Wahlfeldt t ‘ 


Indiana 





Higt School, Dany 
Vrs Bonnie i] 
teacher 

Valparaiso Univer \ 
pa Mi ul 
Dole teacher 


School, Winslow 
Vrs. Mary Helen Kl 
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Saint Star Hi h 
School, Cleve i: Ss 
Vo Carmell er 

Notre Dame High Sel 
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Rohrer, teacher 
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Philippines 
Philippine Union ¢ 
Mar 1 WV \ 
G. Tamayo, t 


South Carolina 


Iowa 





St. Mary High S$ 
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Monica, teacher 

Immaculate ¢ ‘ 
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teacher 

High Sehe Leor l 
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High School \ le 
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High School Anti 
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Mention—School Division .........c.cee6. 
CERTIFICATES 


Melbourne E. Nelso 
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Rural High 
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North High School, W 
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THIRD PLACE e¢ Public High School Division 
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To compute 


speed, divide total by number 


of minutes; or, to 


speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get 
get net speed, subtract 10 for 


each error before dividing by number of minutes. 


gross 





A goodly portion of the fun of any 
trip is the pleasurable anticipation and 
the planning. Although the trip itself 
may be a short one, the pleasant 
memories linger long after the travel 
experiences are ended. 

Come, take a trip with me. What 
fun to plan the itinerary, review the 
news to be recounted to friends upon 
arrival, and dream of the exciting 
sights we shall see! As we consider 
the route, it seems that the enjoyment 
of the trip might be increased by see- 
ing unfamiliar country; perhaps we 
shall even want to stop over awhile 
along the way. 

We may plan the trip weeks ahead 
of time; but, only as the time for de- 
parture draws near, do we begin to 
think seriously about what to pack and, 
most importantly, what clothes we ex- 
pect to take. You will be thankful if 
you follow a sage word of advice and 
take garments that do not muss easily. 
There will not be time or facilities for 
pressing out the wrinkles each place 
we stop. And, after all, we do want to 
look as attractive and fresh as possible 
and not as if all our things had been 
slept in. Knowing that your appear- 
ance is neat is good insurance against 
feeling a bit fidgety about your clothes. 
A suit is very appropriate for travel at 
almost any season of the year; whether 
it is one you wear or one you pack, you 
can be fairly certain that it will look 
well. 

Using a few simple precautions in 
the packing can help, too. For example, 
try crushed tissue paper between the 
folds of skirts; place heavier items in 
the bottom, not top, of your suitcase; 
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pack your bag sufficiently full so that 
the contents will not shake together— 
yet not too tightly. 

You will not want to overlook the 
fact that the new synthetics or miracle 
fabrics are a boon to the traveler. Not 
only do they shed wrinkles, they just 
don’t get wrinkled in the first place. 
But, more than that, they simplify the 
problem of having an adequate supply 
of clean clothes and lingerie without 
actually packing many different items. 
With most, you can whisk them 
through the suds in the evening and 
find them dry and ready to put on in 
the morning, without even ironing. 

Another pertinent thing to remem- 
ber is that, when sight-seeing, you will 
be very grateful for that extra pair of 
walking shoes you tucked in your bag. 
I concluded long ago, after doing a good 
share of sight-seeing in my day, that it 
makes little difference whether you are 
visiting historic shrines in the East, 
old mansions in the South, scenic spots 
in the West, or ski resorts in the 
North, two things are extremely essen- 
tial: patience, or tolerance of other 
people, and good feet encased in com- 
fortable shoes for much standing and 
walking. The shoes are easily ac- 
quired, even if the patience is not. 

But come, I can sense your eager- 
ness for us to be on our way; and at 
last the appointed day arrives. Ap- 
parently the taxi we called has been 
delayed. When a second call still re- 
sults in no cab, we carry our luggage 
outside, debating whether to ask one 
of the boys across the street to take us 
in his car. Just then the taxi zips up to 
the curb and we climb in. 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Written especially for Gregg Awards candidates by Ruthetta Krause 
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ve as the C.T. Test across the page. and it is provi¢ 





; ed so that you can test and compare your speeds of typing from print and 
from shorthand, Compute your rate on this word-counted material in the same way you do when typing the C.T. 
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OAT 
JUNIOR 


Arrange this letter in your 
best style, on either plain paper or 
a letterhead. 


lo win an award, your 
letter must be (1) neat (type clean 
and clear) and well-placed: (2) 


without strikeovers or typographical er- 


rors. (3) Indent uniformly throughout, 
(4) and double space between para- 
graphs, even in single 

spaced material. (5) Be sure to spell 
and punctuate properly. 


You may retype the copy as olten 
as you wish. Then send us the best 


specimen you have produced, 











ro GET YOUR AWARD 


Mail vour work to the Gregg Awards 
Department, (16th Floor, 330 West 
#2 Street, New York 36, New York), 
accompanied by the correct fee: 15 
cents for each certificate; 50 cents 
for each OGA, OAT. or 50-word 
CT pin; 75 cents for each higher- 
speed CT award. * Be sure your name 
and address appear on your paper. 
* Any group of papers submitted 
should be accompanied by a_ typed 
list of names, designating the award 
desired by each candidate. * June 
copy is good as membership tests for 
OAT, CT Cpage 42), and OGA awards 


until September 20, 1956. 





[Current Date] 


Mr. Crawford O’Rourke, Fairfield Advertising 
Agency, 4934 Southwest Street, New York 43, New 
York. Dear Crawford: I am enclosing herewith the 
copy for an advertising stuffer that you sent us for 
our approval. As you can see, we have made a few 
minor corrections in the copy; but otherwise we 
think it is very good. So, from here on it’s “full 
steam ahead.” 

I understand that you have inquired about print- 
ing this stuffer on paper with an embossed edge. 
If the cost of the paper and the printing far exceeds 
the estimate originally made, let’s drop the idea and 
print the announcement as first planned. 

You have asked about the color ink to use on the 
circular that will accompany this stuffer. Let’s use 
a green ink—IPI 73-46-15. That seems to be a cool 
summer color. 

If you hit any more snags, Crawford, feel free to 
write or call me. Since we are trying something 
new in our advertising, we expect a few problems to 
turn up. Sincerely yours, Advertising Director. 














OAT 
SENIOR 


To qualify for the Senior 

Award, candidates must submit the 
Junior Test (above letter) in addi- 
tion to a corrected copy of the June 
private sale announcement that 
appears alongside. 


You may use either plain paper or 
letterhead for the letter, but use plain 
paper for the rough-draft copy. 
Watch placement and space, 

and be sure that you make all the 
corrections indicated. 


Practice the material until you type 
a specimen that represents 
your very best work. 





You are cordially invited to our 
all fe. 
2 Frivate S mle onael 


ee ednesday and Thursday, June 13 and 14 





Aa 
or Entire store open Thursday until 9 p.m. 


NONTAXABLE VALUE-GREAT J oo --~ a IDS FOR MISSES, WOMEN, 


Fy FASHION-FURRED BETTER-MAKER COATS $85 

rt Fine broadcloths beautifully styled in- 
to fashion’s new silhouettes and furred 

‘——_ SEE THESE with big collars of lynx-dyed fox, full- 
skin persian lamb,,or mink. Sizes 10 

—— BEAUTIES to 20, 14 a Oh 2 1/2, in plum, black, 
taupe, grey», navy. 


JUNIORS ALI-WOOL FURRED COATS $85 


Rich broadcloths in new junior styles 

and furred with lynx-dyed fox, full- 

skin persian rigor, Bombay lamb, or er- 
bef 


i¢— BETTER~COATS 


i<—DEPARTMENTS , 


mine. Sizes wine, green, navy, 


— THIRD FLOOR, taupe, orfer sesebti he (eroup. ' 





EC —— AND i-add - 
je — JUNIOR@SIZE LUSHLY FURRED eae, ALL-WOOL COATS $128 
«——_ CENTER, Fur luxury hardly wabdclievalltle at this, won- 
der price. Coats heaped with beaver, grey, 
SECOND FLOOR black, or navy persian lamb, American 
ee broadtail. All on heavy-bodfwcoats, mas- 


ter-tailored by top makers. Si 10 to 
20,,in black, taupe, grey»,Or navy. * 
% ue @ . t orth 
Cok Wa 4¥2, 
Pierre's; 1090 Fifth Avenue; New York, New York 


fon py 


plum, 
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MATERIAL 


FOR 


OGA TESTS 





{/! clubs of test papers should be accompanied by a typewritten list of names to expedite checking 


’ d assure accuracy 


in making out certificates. June copy is good as membership tests for OAT, 


CT, and OGA awards until September 20, 1956. See typing tests on pages 42 and 44. 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand. trying 
to make look as nearly as 
possible like our expert penman’s notes 


your notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
hook paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper 
uniform. 
The Junior Test is offered to enable 
the writer to see whether he is practicing 


helps keep your writing 


correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 





Membership 


=a 


_ = 


OGA Test 


2 
gq_ae——“_<«t»> 
Test 


ay 


that they have developed a good practical 
style of penmanship that will assure ac- 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 
Test papers judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the 
proper slant, 


are 


characters as to 
and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 


curve, 


which gives detailed criticism of the 
faults of style noted by the examiner. 
TODAY’S SECRETARY @ June, 1956 
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| A good 
Secretary 
needs \ 
brains 


An ERASERSTIK won't 
teach you how to spell— 
but it will whisk away 
spelling mistakes that even 
the best Secretaries ac- 
cidentally make. 


Assuming you have been 
well-trained by a good 
Secretarial school, your 
A.W. FABER ERASERSTIK 
will help you turn out 
beautiful, mistake-free 
letters without “ghosts” 
or frizzles. 


ERASERSTIK gets into 
narrow spaces, takes out 
one letter without blur- 
ring the word. Give 
yourself the advantage 
of ERASERSTIK and put 
yourself in the way 

of a better paying job. 
Pick one up at your 
Dealer today. 


7099—10¢ 
7099B with brush 20¢ 
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TRANSCRIPTION 
TOOLS 
for use on the job 


20,000 WORDS 


Now in its Third Edition and passing the 
600,000 mark, this book has become ‘‘standard 
equipment’’ in business and business educa- 
tion. Words are spelled, divided, and ac- 
cented. Definitions are omitted. It's fast, prac- 
tical, economical. 249 pages. 


REFERENCE MANUAL for 
STENOGRAPHERS and TYPISTS 


Gavin and Hutchinson 


Teachers find that the Reference Manual is 
exactly the professional-level classroom aid 
they need for transcription, typing, shorthand, 
English, and secretarial practice. The beauty of 
it is that students can use it effectively in sev- 
eral classes at once. Tests and review exercises 
are right in the book. 192 pages. 


GREGG SHORTHAND 
DICTIONARY SIMPLIFIED 


Authoritative, official! Every student should have 
one... in class . . . later, on the job. Con- 
tains in print and shorthand over 30,000 words 
plus separate sections on names and abbrevia- 
tions. By the authors of the Simplified System, 
Gregg, Leslie, and Zoubek. 336 Pages. 


OFFICIAL GREGG SHORTHAND FOUNTAIN PEN 


This is the fountain pen for performance, read- 
ability, permanence, and economy. Perfectly 
balanced for effortless writing. 


OFFICIAL GREGG SHORTHAND NOTEBOOK 


The official Gregg notebook is accurately ruled 
on quality paper for dictation ease and tran- 
scription convenience. 


GREGG PUBLISHING DIVISION 
McGraw-Hill Book Company, Inc. 


New York 36, 330 W. 42nd St. 
Chicago 30, 4655 Chase Ave., Lincolnwood 
San Francisco 4, 68 Post St. 

Dallas 2, 501 Elm St. 
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OFFICE SHOPPING CENTER 





Desk Planter—for the girl who likes a 
bit of greenery, even in the office. Metal 
spirals hold a ball-point pen at one end, 
a planter cup at the other. Just add the 
final touch—your favorite plant. Pen takes 





standard refills, available at station- 


any 


ery counter. Desk Planter is finished in 
Sunshine Brass and Moonlight Black. It’s 
as attractive a desk accessory as we've 


seen. Only $2.50, postpaid. Order Style 
+302 from the Lindenware Company, 
Dept. TS, 51 Greene Street, New York 
13, New York. 


“Major” Moistener, by Sengbusch, fills 
the need for a_ big-capacity moistener 
with noiseless, frictionless roller opera- 
tion. Its roller, 6 inches wide, easily han- 
dles wide gummed tapes, extra-size ship- 
ping labels, and large envelope flaps. 

This new Sengbusch office aid is fin- 
ished in smooth, white porcelain enamel. 
Construction details include a unique axle 





arrangement for noiseless roller operation, 
nonmarking rubber feet to protect work 
surfaces, and a net weight of 
to insure stability while in use. 


3 pounds 


So that office management can appre- 
features at first hand, 
Sengbusch Co. is offering to send a sam- 
ple $2.50 “Major” Moistener on a 30-day 
free-trial basis, shipping charges prepaid. 
For a sample moistener, or literature, 
write to the Sengbusch Self-Closing Ink- 
stand Co., Dept. TS, 2239 West Clybourn 
Street, Milwaukee 3, Wisconsin. 


ciate its quality 


Clean Hands is the aptly-named new 
hand cleaner developed by Columbia Rib- 
bon & Carbon Mfg. Co. It will remove 
practically every office stain—from carbon 
smudges to hectograph stains. When mas- 
saged into the hands, this light, creamy 
cleaner actually lifts stains and dirt from 
deep within the pores. Leaves hands soft 
and clean. 
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Columbia’s new product is packaged in 
an 8-ounce unbreakable squeeze bottle. 
Sure-lock prevents _ spilling. 
trolled-flow” feature assures easy applica- 
tion 

Clean Hands may be obtained at better 
stationers everywhere. If not available in 
your locality, write Columbia Ribbon & 
Carbon Mfg. Co., Inc., Dept. TS, Herbhill 
Road, Glen Cove, New York. 


top “Con- 


Any questions concerning Punctuation, 
Writing, or English Grammar? Data- 
Guides can answer just about all of them. 
These subject review charts are authored 
by faculty members at Columbia Univer- 
sity. Each Guide covers the basic subject 
material pertaining to its particular area— 
thus fundamental data is always available 
in one place. 

The Grammar Guide deals with such 
pesky problems as parts of speech, proper 
usage, and word groups. The proper uses 
of commas, and brackets are 
among the items covered by the Punctua- 
tion Guide. And the Writing Guide an- 
swers, 


quotes, 


among others, questions about 
word division, capitalization, and spelling 
rules. 

Guides are made of permanent plastic, 
can be easily inserted in a loose-leaf bin- 
der or kept in any convenient spot for 
ready reference. Price? A mere 75c each, 
shipped postpaid to any point in the 
United States. (Please add 3 per cent for 
city sales tax if deliveries are to be made 
in the New York City area.) Order from 
the Student Marketing Institute, Dept. 
TS, 375 Fifth Avenue, New York 16, N. Y. 


Labels by Labelon—pressure-sensitive 
labels, each bearing its own printed mes- 
sage. No need now to have spec ial labels 
made up for individual jobs. Just affix one 
of these “made-up” tapes to-package, car- 
ton, or envelope. Messages include such 





standard items as “Fragile,” “Handle with 
Care,” “Do Not Crush 
sO-common ones; them, “Make 
Call Brief” and “Inventoried.” Labels, in 
acetate film or flatback paper, supply pre- 
cision printing at low cost. Colors: red, 
blue, green, or black on white; black or 
yellow; white on black. Complete details 
and obtained from the 


-plus many not- 
among 


prices may be 


‘Labelon Tape Company, Inc., Dept. TS, 


450 Atlantic Avenue, Rochester 9, New 
York. 











LUCKY 7! 


—™ head Mikal 
f or Lone ee 


-Hutchinson 


You don’t have to be super- 
stitious or practice numerology 
to discover the significance of 
number seven. Just take a look 
through a copy of the New 
Seventh Edition of Hutchin- 
son’s Standard Handbook for 
Secretaries. The New Seventh 
Edition is significant because 
it attests to the perennial and 
continuing appeal of this valu- 
able handbook to secretaries 
and teachers of secretarial 
training ... significant because 
it represents the most compre- 
hensive edition of the Hand- 
book yet published. 


HERE ARE A FEW SUG- 
GESTED TEXT USES 
FOR THE HANDBOOK: 


A short-course text and 
reference book. ‘The be- 
@ sinning secretary will be 


more at ease on-the-job 
having studied the book as 
a reterence-tool. 


A text in an office-prac- 
tice or secretarial-training 
@ course. 
No. other book contains 
the wealth of business in- 
formation presented in 
such complete and orderly 
form. 


A text in a basic or review 
English course. The sec- 
@ tion on English is com- 
plete, concise, and unu- 
sually well suited to re- 
view. 
Atter looking through this new edi- 
tion, you'll agree that “seven” real- 
ly is a lucky number. 


order from your 
nearest Gregg office 


Gregg Publishing 
Division 
McGraw-Hill Book Company, Inc. 
New York 36, 330 W. 42d St. 
Chicago 30, 4655 Chase Ave. 
San Francisco 4, 68 Post St. 


Dallas 2, 501 Elm St. 











Backsweep 
for Summer 


ERE’S the headline look for® 


the warm-weather secretary 
—summer's leading coiffure news in 
a three-way style that’s equally at 
ease in the office, by the seaside, 
and on the dance floor. The look 
is higher, wider, and handsomer, 
according to fashion’s call for more 
bulk at the top to balance a slim 
silhouette. 

Hair that is just a trifle longer 
than short wafts gently up from the 
forehead and sweeps softly off the 
face and upwards in back. It’s a far 
cry from the close-cropped look of 
seasons past, and yet it’s a snap to 
manage and is ready for a quick 
change from day-to-date. 





Mr. André of Salon Debbian de- 
signed this style to combine cool 
and pretty comfort with the 1956 
up-and-back fullness. The secret’s 
in the cut. Avoid cropping at the 
neckline. Hair should be cut to 
the same length from the scalp, 
both at the top of the head and at 
the nape. Loose pin curls then 
brush out into an airy backsweep. 

Sides are not tapered, but combed 
back before cutting, to work their 
length into off-the-face fullness. For 
the gentle lift from the forehead, 
top hair is wound around cotton 
puffs or thick wire curlers. For very 
short top hair, use stand-up pin 
curls loosely wound. To keep the 
set at its best, always brush hair 
up and back. 

Backsweep coiffure is by Salon 
Debbian, 56 W. 57th St., New Yerk. 
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SAVE TYPING TIME 
with FLICK A LINE 


ad 








the only 4 way copy holder 
the only complete copy holder 


Right or left! High or low! 
Simply reverse the panel in the slot 


Rubber wheel operates line finder 
Genuine walnut base with 

pencil groove and bookledge 
Inclined masonite panel 83," x 14”, 


Only $5 95 prepaid 


FRANKLIN TABLE COMPANY 


116 N. 4th St., Louisville, Kentucky 











what do you think of 


when you think of 


SUEDE? 


Soft, attractively smooth texture? 
Superb quality? 


a 


You're absolutely 
correct! So think of 
suede when you cor- 
rect typing errors 
WELDON ROB. 
ERTS ERASER NO. 
900 SUEDE, of the 
finest, smoothest-tex- 
ture gray rubber that 
will give the clean- 
est, smudge-free eras- 
ing you have ever 
seen. 

This superb eraser is also 
made with whisk brush 
(No. 9000 SUEDE 
WHISK). 

Ask your office manager 
or stattioner for SUEDE 
today. 

WELDON ROBERTS RUBBER CO. 

365 Sixth Ave., Newark 7, N. J. 


World's Foremost Eraser Specialists 


Walden Robeits 
Enones 


Correct Mistakes in Any Language 
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YOU Save 56% Typ 


Typing the Titles 





<AtEG> 
TYPERITE’ 
INDEX 
TABBING! 
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Group Of AICO Guides 
Check File Guide—Open 
Shelf Filing Guide— 
Tabulating Guide—Out 
Guide—Card Guide, etc. 
Also Custom-Made Guides. 





INDEXES * 





q east \ 


For FREE Samples, Full Info. & Quotations, Write Dept. 55 


AHH 97 Reade St., New York 13, N. Y. 


ing Time When 
for Indexes & Guides! 
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wo 9° 
Has Typewriter Spaced 
Insert Strips and Tabs 
No Soft Roller Is Used 
Typing Is Faster, Easier 
Always On A Straight Line 
AICO TYPERITE Tabbing has blank 
insert strips that are typewriter 
spaced to permit the use of the line 
space lever when typing titles. Ends 
the need for soft roller work to center 
or position the title on the insert. Re- 
duces typing fatigue & errors. 
NOW! The Insert Strips For AICO 
GUIDES Also Typewriter Spaced! 


You can now enjoy the same time saving, 


work saving features on typing the titles 
for your Guides. Make filing, finding, 
faster, easier and get a neater cleaner 
titling job. AICO also makes Guides to 
your own specifications any size or shape 
with titles to meet your special needs. 


6 S. Clinton St., Chicago 7, Ill. 
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7 ira 
| Joes your shorthand go in fits and starts? “Shorthand 


Stutter” slows you down, keeps you from grabbing off 


Pad P high-paying secretarial jobs. Cure yourself with famous 
P i Dictation Discs. Practice with them just a few minutes 
v7 a a day AT HOME and watch your speed increase! 
—-—w— wi ‘“ - & “ 
vy) ee. ——— = a m Speed up to 130 wpm 
Whatever your present speed, there’s a Dictation Disc 
oes Y 6 1+ We go iat to help you. Dictation Discs are custom-quality 12” 
af afl 7 RCA records of pure unbreakable vinylite that can be 
A - 
—D - ‘ Gor Pee played on any speed phonograph. They contain specially 
selected and timed dictation to help you develop rhythm 
226.’ ———— co eu a C 2 and poise .. . eliminate waste motion between strokes 
.. . bring your speed up to 130 wpm. Dictation Discs 
te ae 5 are used and recommended by leading shorthand schools 
z » for Gregg, Pitman, and Stenotype. 
nn ” . 


MAILCOUPONTODAY Each 33% RPM 


Dictation Disc contains 45 minutes of 









dictation—approximately equal to 12 
letters. Send for yours TODAY. Money 
back if not delighted 








oF Ye oe AIT — 20 "Sl «=MAIL COUPON TODAY 





DICTATION DISC CO. Dept. 196 
~ 170 Broadway, New York 38, New York 
45 rpm 78 rpm 33'/3 rpm LP 
a er iad fof (se $1.75 each $2.50 each $5.00 each 
i No. 1 60 & 70 wanm ...... No. 1 60 to 90 wam 
NO. 2 70 & 80 wam .... ..No. 2. 70 to 100 wam 
c- 60 ? Cf ad rn = Kor ..No. 3 80 & 90 wam .... No. 3° 90 to 120 wam 
..No. 4 90 & 100 wam .... No. 4 100 to 130 wam 
YO .. No. 5 100 & 110 wam .... Complete set $18.00 
a “|= i ta ae v Vo. 6 100 & 110 wam .... ....-/ntire series $33.00 
..No. 7 110 & 120 wam 


..No. 8 120 & 130 wam 


....Complete set of 12” Standard 78 rpm records $18.00 
init omplete set of 45 rpm EXTENDED PLAY records 


—__ on" F iad a = eo $12.50 
Le oom. EE Lees TNA enna F- 
“" sai é —_ ae hg a Iti icsncslldscidadeinidanabeiteesasnanedensnismmenadiianiiaemanadeinedane 
7 cae ES Ee SN Tew eS Se 
Co ap ‘- ‘a don F om Enclose check or M.O. (add 35¢ for postage) 


SPEED GUARANTEED OR YOUR MONEY BACK 
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with NEW 
LANOLIZED 
LEAD 


.. . You’re bound to say 
this about Semi-Hex with 
new LANOLIZED LEAD 
. . . first time you try it. 
Because you'll discover that 
here is the smoothest office 
pencil ever .. . perfect for 
shorthand and general 
office work. 


LANOLIZ 


Make the test . . . on an 
unconditional money-back 
guarantee. Get Semi-Hex 
with new LANOLIZED 
LEAD today! At leading 


stationers. 


GENERAL'S - 


Write us, Dept. S, for a free trial pencil, 
naming your favorite degree. 


5 Degrees: 1-2-2-2/4-3-4 
Fine Pencils since 1889 


GENERAL PENCIL COMPANY 
Jersey City 6, New Jersey 


Graffco never 
lets me down! 


















[meee [peas 
Nu-Vise Meta! Projecting 
Signals for “Vertical” Records 















How I used to dread the sudden call |<") --o/ #2 | 

. _ ° a a ee: Oates 
for facts and figures. They were in the "2? en hon” 
records and on the maps but where? ne 


Nu-Viz Metal Signats 
for “Visible” Records 





Now Graffco Signals and Maptacks 
spotlight all important classifications for 
instant action. And as reminders, they 


i. : 
. 
Cetlugrat Transparent Signals 
for “Visible” Records 





never forget! There is a special Graffco 








product for every kind of record hous- 
ing, maps and charts. Write for free 
color folder describing them all. 


Graffco SIGNALS 








and MAPTACKS 


At your Office Supply Dealers . . . or 
GEORGE B. GRAFF COMPANY 
54 Washburn Avenue, Cambridge 40, Mass. 

















CONTEST REPORT 


(Continued from page 41) 





Georgia 
North Whitfield High 
school, Dalton Vrs 


John H. Gregory, teacher 
South Fulton High School 

East Point Carrie L 

Clements, teacher 


Hawaii 
St Joseph High School, 
Hilo; Sr. M. Ancilla, 
teacher 
Illinois 
High School Danville; 
I tt Du eacher 
Schlarman High School 


Danville; Ar. M inn 
Virginia 
John Greer High 
Hoopeston; Mrs 
heth Malady, teacher 
High School, *Mooseheart 
Mrs. Ramon Richa 

j } 


and Lind Sedenherg, 
eachers 
Communit Hig Schoc 
Okawy € in ee 
ri eacher 
Indiana 
High School, Atwood 
Mrs Maryellen Me- 


theny, teacher 
High Scho« Huntertown 
Donald E. Stebing, 


teacher 


Kansas 
Mount St Scholastica 
Academy, Atchison; S7 
MV. Damian, teacher 
Community High School, 
Nortor Emma Smih 


teacher 


Kentucky 
Loretto Higl School 
Louisville Sr. M. Te 
réesad Agnes, teacher 
High School, Middles 
boro: rs. Larry Rose 
and Mrs. Shelvie Fuson, 
teachers 


Maine 


Bliss Business College, 
Lewiston Mrs Mar 
orie L. Haynes, teacher 

Walker High School, Lib 
erty Wayne Packard 


teacher 

Moun Merici Academy, 
Waterville; Mother 
Mary Luey, teacher 


Massachusetts 


St. Mary's Central Catho 
lic High School, Mil- 
ford; Sr. William James 
and Nancy Quinn, 
teachers 


S Jaime High School 
Salen Sy Jay Fran 
eachet 
Michigan 
Sacred Heart Academy, 
Mt. Pleasant S John 
Murie, teacher 
Saints Peter and Paul 
School, Ruth: si; ! 
rie James, teacher 
° 
Minnesota 
High School, Lake Wil 
son Virginia Larson, 
teacher 
Missouri 


High School, 
Mrs. Ethele 


Doniphan 
Hanners, 


teacher 
St. Mary's High School, 
Independence; Sr M 
verta, teacher 
Ursuline Academy, Kirk- 
wood Sy Mary Luey 


Walter, teacher 

St. Joachim’s School, Old 
Mines; Ar James Jo 
seph, teacher 


Mount Euphrasia High 
School, St. Louis; Sy 
Mary of St Teresa, 
teacher 

High School, Slater; Doris 
Hodge, teacher 

Nebraska 


St. Francis High School, 
Humphrey; Sr. M. Flo 
rita, teacher 

High School, Seward; 
Shirley L 
teacher 
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indersen, 


New Hampshire 


St. Patrick High School, 
Berlin; Sr Mary Ben 
edict, teacher 

Hillsboro-Deering Cooper 


ative School, Hillsboro; 
Mary C. Kennedy, 
teacher 


New Jersey 


Blessed Sacrament Com 


mercial School New- 
art Si Mary Ala 

coque, teacher 
Pope Pius XII Diocesan 
igh School, Passaic; 


Sr. Mary Aloise, teacher 
Saint Mary's High School 
Rutherford; Sr. Mau 

reen Anne, teacher 
Saint Michael High School, 
Union City; Sr. Helen 
Mary, teacher 
Collier High School, Wick 
atunk ; Nisters Vary 
Leonilla and Mary Fe 


licia, teachers 


New York 


Academy & Central School 


taldwinsville Mrs 
Gladys M Widger, 
teacher 

Central School, Bolivar 
Mrs ilyene Lambert, 
teacher 


Saint Mary's Academy, 
Champlain; Sr. Marie 
Odile, teacher 

Letchworth Central School, 
Gainesville; Doris Anatt 
and Marion i 
teachers 

Immaculata Academy 
Hamburg; Sr M. No- 
ella, teacher 

High School Herkimer; 
inna E. Matis, teacher 

Saint Joseph's Secretarial 
Institute, Lockport; Sr 
M. Bonaventure, teacher 

Charles B. Gaskill Junior 
High . School Niagara 
Falls; Adeline Domini 
anni, teacher 

Senior High School, Ocean 
side; Wilhelmina Nun 
nenkamp, Mary E. Sul 
livan, and Ann McCor- 
mack, teachers 

Central School, Oriskany; 
Laura Hughes 

Central School, 
Glens Falls ; Mrs 
Hunter, teacher 

Sacred Heart Academy, 
Syracuse; Sr. Mary Ro 
selle teacher 

Guardian Angel High 
School, Troy; Sr. Mary 
St. Constance, teacher 





bro, 


teache 
south 
Claire 


North Carolina 


High School, Cramerton; 
Carrie Hickman, teacher 

Grainger High School, 
Kinston Mrs Evelyn 
Hill, teacher 


North Dakota 


High School, 
Marguerite 
teacher 

Saint Mary’s High School, 
New England Sr. M 
Eugenia, teacher 

Walsh County Agricultural 
School, Park River; 
Gayle A, Sobolik, teacher 


Hettinger; 
Vickelson, 


Ohio 


High School, Ashtabula; 
nn Wagyg, teacher 
Anderson High School, 

Cincinnati; Jean Shope, 


teacher 

District Catholic High 
School, Elyria; Sr 
Mury Franeis Clare, 


teacher 

Saint John High School, 
sima; Sr. Mary Jacin- 
ta, teacher 

Fenwick High School, 
Middletown; Sr John 
La Salle, teacher 

Whiteoak High 
Mowrystown; 
Witten, teacher 

Jackson-Milton High 
School, North Jackson 
Mrs. Edna M. Goodwin, 
teacher 

High School, Waterford; 
Laura C. Sharp, teacher 

High School, Winchester; 
Mrs. Wilna Swearingen, 
teacher 


Oklahoma 


Crooked Oak High School, 
Oklahoma City; Isa 
helle Eakin and Orpha 
Lea Irwin, teachers 


School 


Betty 


Oregon 


Union High School, Day- 
ton: Mrs. Patricia Flit 
croft, teacher 


Pennsylvania 
Junior-Senior High School, 
Ambridge ingelus 
Iwanceyk, teacher 
Rostraver High School 
Belle Vernon; Mary M 
Luzanski, teacher 
Purchase Line High 


School, Commodore: 
Mrs. Dorothy Rairigh 
teacher 

Hig School Howard 
Marilyn i Wharton, 
teacher 

Mt Nazareth Academy, 
Pittsburgh Nr Mary 
inece, teacher 

Salisbury-Elk Lick Joint 


High School, Salisbury 
Mrs Jane Hillegas 
teacher 

Holy Rosary High School, 


Scrantor s M. Dan 


Philippines 
Rodriguez Vocational Hig 


School Manila; Mrs 
Purificacion 8. Correa 
teacher 


South Dakota 


Immaculate Conceptior 
School Stephan; Sr 


M. Audrey, teacher 


Tennessee 


igh School, Milan; Mrs 
Vernelle Davidson, 
teacher . 


Texas 


High School, Bellville; 
Mrs. Miriam York 


teacher 

Sacred Heart Academy, 
Del Rio; 8 \ Hi 
noria, teacher 


th F loydada ; 

Billy Jack Eudy, teacher 

High School, White Deer 
Marie Carreker, teacher 


Utah 


Wasatch Academy, Mt 
Pleasant Jane Moody, 
teacher 


Vermont 
St. Joseph Business School, 
Bennington; & Mary 
farbara, teacher 
Our Lady of the Snow 
High School, 
Si M. Saint Paul 
Rome, teacher 
Bellows Free Academy, 
St Albans; Germaine 
WV. Perrault, teacher 


Virginia 

Wakefield High School 
Arlington; Mra. Helen 
7 Sullivan and Wil 
liam H Westbrook, 
teachers 

Halifax County Hig 
School South Bostor 
Dorothy ¢ Cheatham 


and Nora A, O'Farrell 
teachers 
Washington 
Holy Names Academy, 
Seattle Sr. Marian Jo 
sephine, teacher 


High School, Wenatchee 
Cathleen Babcock, 


teacher 


West Virginia 
High School, Harpers 
Ferry; Margaret I 

Gracey, teacher 
High School, Ripley ; Betty 
". Buck, teacher 


Wisconsin 


Dunn County School of 
Agriculture Menomo- 
nie; Mrs. Donna Shern 
teacher 

High School, Orfordville; 
Mrs Elizabeth Died 
rick, teacher 

St. John High School, Ru 
bicon; Sr. M. Karen, 
teacher 

Union High School, Sey 
mour; Lois M. Garvrag 
lia, teacher 
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(Continued from page 20) 
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Here are a a 
b - 46 
number of reasons rs 
° 44 
for choosing as 
Webster Carbon Papers | +2 
42 
CHECK THESE WEBSTER FEATURES: 39 
3 
Vv Measured scale edge on every sheet pre- 37 
vents running over bottom of the page. Makes 36 
carbon handling cleaner and easier, too. 35 
Vv Stays flat — even in extreme tempera- |-4 
tures. It’s longer wearing which means more |= 
economy per sheet. rr 
V Weights and finishes to fit your individual | 30? 
typing requirements. 29 U 
2eR 
, , 274A 
At leading stationers’ everywhere "26M 
make it clear... you want 256 
24 
WEBSTER DURAMETRIC —s 
23p 
22 
21 I 
2° C 
® 12 
18 
12 
CARBON PAPERS = 
15 
~ FREE SAMPLE. Fill out the coupon and stople to fe 
your company letterhead. . 
F. S. WEBSTER CO. |1¥ 
17 Amherst Street, Cambridge, Massachusetts lok 
Gentlemen: Please send me a sample of Webster's Io 
Durametric Carbon Paper. Is T 
ee ee Ce ee Fee ee IZE 
‘ leR 
tin tuum HERP TI UT Teeter Is C 
Oe ee Peer eo ee eS, = l40 
I use a with pica 0 elite 0 type. 2 
(make of typewriter) ié 
I usually make ..... carbons. jh 
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Meals in Minutes 


TS EASY to work up enthusiasm for a good meal 

during the cold, wintry weather. But the real test 
of a good cook is her ability to prepare an inviting, 
tasty dish for the “dog” days of summer. If you're 
the cook in your home, or just an amateur chef, 
here are a few ideas you may want to try, to tempt 
dull appetites. No need for the cook to suffer in 
hot weather, either—the recipes are simple to pre- 


ae 


pare and ready in a jiffy. And using skinless frank- 
furters as the basic ingredient, they put little strain 
on the food budget. 


& 
(~ tay 
“) 
cw 
Y- 
a 


yay 


O 


@ TAKES OUT SINGLE LETTERS Meal-in-One Casserole 
@ SHARPENS IN A JIFFY 1 package frozen corn niblets, thawed at room 


temperature 


PAPER SI: ° O, ff 6 skinless frankfurters 
wR APPED. als (A '’ No. 1 can tomatoes 


WITH BRUSH top with six frankfurters, sliced in half lengthwise. 


AT ALL STATIONERS OR WRITE ON YOUR LETTERHEAD FOR Cover with the tomatoes, Mix half of the grated 
FREE SAMPLES © BLAISDELL PENCIL CO., BETHAYRES, PA cheese with the potatoes and place this mixture over 


the frankfurters. Sprinkle remainder of cheese on 


NZ 


2 cups mashed potatoes 
I, 


* cup sharp cheddar cheese, grated 


Jef KLE 


Butter pyrex casserole. Make bottom layer of corn; 


“8425 








top, and bake in 350° oven for 20 to 30 minutes, un- 





til frankfurters are done. 

















N“ ivi abut duds, 
\ yaaa for type that sparkles 
SY like MEW Penny-Pincher Casseroles 

SS _ 2 No. 1 cans baked beans Green pepper strips 
; Cleans type CLEANER! ; 
: ents dealer eitihe | lb. skinless frankfurters 1 tbsp. brown sugar 
: away dirt and goo in sec- 1 small onion, chopped 6 small bacon strips 

onds! Non-inflammable, Chili sauce 


absolutely safe. Slow- 
evaporating, hence eco- i ith 
nomical. Look for the the size of copper pennies. Into each buttered (indi- 


While bacon is broiling. slice skinless frankfurters 


TTY 








smart new orange-and- vidual) casserole, place alternate layers of baked 
blue carton on your 
dealer's shelves 


NO CARBON-TETRACHLORIDE 
69¢ at all stationers 


beans, sliced frankfurters, chopped onion, a teaspoon 





of chili sauce, and sprinkled brown sugar—until bowl 






is filled, with final layer of beans on top. Garnish 


ANT TY 
Wh 


with green peppers, sliced crosswise, and small strips 





and typewriter dealers 


of preboiled bacon. Bake in preheated oven at 350°, 





until thoroughly heated and bubbly. 





Always a Sharp Pencil Chafing-Dish Frankfurters 

; : : 3 medi atoes, peele ‘up grated cheese 
With a Twist of the Wrist 3 medium tomatoes peeled 1 cup grated chees« 

1 large onion 2 tsp. salt 

The handy “DUX” Preci- 2 green peppers 1 tsp. paprika 
sion Pencil Sharpener on 1 Ib. skinl ee ed 
your desk gives you sharz, ». Skinless frankfurters 
a a point all day Slice tomatoes into chafing dish, placed over high 
~‘tapeliovad sade bineagler flame. Top with thin slices of onions and strips of 
the wrist. Saves time and a ; : 
energy. No fuss, no muss. green pepper. Slice skinless frankfurters diagonally 
Fine imported Sharpener, into slivers and place on top of vegetables. Cover and 


with replaceable razor- 





cook very slowly, about 15 minutes. Then sprinkle 
sharp blades. 2 » . = . . 
cheese, salt, and paprika over frankfurters. Cover. 
Ask your stationer or write to 


FRED BAUMGARTEN Dept. X-6, Station F, Atlanta, Georgia 


Remove from flame and let stand long enough for 








cheese to melt. Serves 4. Good with boiled rice. 
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Say “Dennison” when you want the best in 
Addressing Labels + Mailing Labels + PRES-a-ply Labels 


. To Save time Red Bordered Labels « File Folder Labels 


Mending Tape « Correction Stickers « Correction Tape 


in the office Notarial Seals « Gummed Seals, Stars, Dots, 


Reinforcements, Index Tabs « Index Divider Sets 
Coin Mailing Cards « Paper Fasteners » Key Tags 


use THE Inventory Cards « Metal Rim Tags « Shipping Tags 
a 
DENNISON 


7. — —_— — ' 









AT YOUR STATIONER’S RYWVAOYW 


MANUFACTURING COMPANY 
Framingham, Mass. 


TODAY’S SECRETARY © June. 1956 53 











PATENTED EFFICIENCY 
in CARBON use. 


(1) Automatic alignment. 
(2) Automatic rotation of sheets of carbon gives 25% more wear. 
(3) Automatic warning of last typing lines. 


(4) World's easiest and most convenient carbon to handle. Hands 
do not touch the coated surface. 


DISTRIBUTED BY 
KEE LOX BRANCH OFFICES IN MAJOR CITIES AND 
BY A GROWING NETWORK OF AUTHORIZED DEALERS 


Free samples sent only on request when 
letterhead of company is used. 


Department S 3 
KEE LOX MFG. CO. 
Rochester 1, New York, U.S.A. 


Kee Lox “Pal” Erasaguard 


75c each. 




















ONE-GIRL OFFICE 


(Continued from page 16) 





in high school and is attending college at night, got 
her job through a newspaper ad five months ago. 

“I was really looking for a job in a one-girl of- 
fice,” she explains, “so that I would be able to use 
all that I have learned. [Her job includes shorthand, 
typing, bookkeeping, filing, and telephone technique. | 
! worked for a while in a large office with several 
girls; but, you know, girls are difficult sometimes— 
and I also felt that it would take much longer for my 
work to be noticed. Here, I like my bosses, I feel se- 
cure in my job, and I know I am appreciated. Any 
job is what you make it, though.” 


IRENE scroccs, secretary to Allan H. Mogenson, a 
management consultant to industry, has made _ her 
job into a twenty-year-long career. In addition to 
routine duties—correspondence, telephone calls, book- 
keeping, and office management—witty, competent 
Irene arranges and attends yearly conferences at the 
exclusive Lake Placid Club. She enjoys her em- 
ployer’s complete confidence in all the aspects ot 
his exciting and unusual field. “I started with Mr. 
Mogenson twenty years ago doing routine stenv- 
graphic work,” she relates, “but, being the only heip 
Mr. Mogenson had, I began to assume more and more 
responsibility. I am very glad I was able to, for now 
I have more than just a job—I have a career. | get 
to meet all kinds of people, some of them the most 
important leaders of industry. I travel all over the 
country and, when Mr. Mogenson is away for any 
length of time, I am able to take over the com- 
plete office operation. I never miss other people 
in the office because I am so busy all the time. 
Working alone, I can get more done at my own 
speed. But,” she says, “I guess it would be deadly 
to be alone if I were not busy.” 

Often Irene has had to set up temporary head- 
quarters on the run between appointments. She has 
taken dictation in cabs, trains, planes, and restaurants. 
But she has always felt a great sense of personal 
freedom—tied down only by her own responsibility 
to the job and interest in her work. Happily mar- 
ried, Irene reports that she met her husband at one 
of the Lake Placid Conferences she attended with 
her boss. “Although you can’t really expect to be so 
lucky with every job,” she adds laughingly. 

Irene’s advice to girls looking for jobs in one-girl 
offices: “Select carefully the type of man you will 
work for. You must be compatible to assure a happy 
working relationship.” 


THESE GLOWING ENDORSEMENTS by five one-girl staffs 
give you a pretty good idea of the satisfaction that 
can be yours in a one-girl-office job. If that type 
of work appeals to you, look for one of the many 
openings for an all-round Girl Friday in the field 
of your choice. 
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TODAY’S SECRETARY 
GOES SHOPPING 


(Continued from page 35) 





Double Play hatlet by Doris Flei- 
scher has a sweetly sophisticated look. 
It’s made of rough straw, in natural or 
white, fetchingly adorned with colorful 
sea shells and a perky sea horse. It can 
be worn around a chignon as pictured, 





or halo-fashion over the crown of your 
head. 


Either way, it’s bound to elicit 
compliments. 
For that new “princess” look, try 


adding a chignon to your short locks. 
Made of Dynel in a variety of shades. 
Pretty, and oh so chic! 

The hatlet and chignon are just 
$7.95 postpaid. They may be 
ordered from Joseph Fleischer & Co., 
Dept. TS, 12 West 27 Street, New 
York, N. Y. 


each, 


India Print Skirt, pretty 
tical for year-round wear. 
derful casual skirts are 
in India from old blocks of 
Hindu and Moslem design. Hand- 
loomed cotton cloth wears and wears, 
is crease resistant, fade-proof, and 


and prac- 
These won- 
hand-printed 
Ww ood 





Ideal for 


since the skirt’s hardy good looks stand 


shrink-proof. vacationers, 


up under the rigors of “suitcase living.’ 


Sizes: 24-inch through 32-inch waist. 
$4.95, postpaid; 2 for $9.75, postpaid. 
Write Red Oaks, Dept. TS, Prairie 
View, Illinois. 








EMPLOYMENT AGENCY DIRECTORY 


Are you looking for a new job? On this page, every 























month, you'll find listed reputable employment 

> agencies that can help you solve your job-hunting 
problems. Whether you want a job in your own 
vicinity or whether you want to move to a new loca- 
tion, our Employment Agency Directory can be your 
expert guide. Check the agencies listed here first. 

CHICAGO NEW YORK 

é BIRCH ( Furnishing AMY LORTON McKAY 
2 Qualified Secretaries to the Established 1940 
* High-Paying Chicago Personnel Placement—Men & 


Market On An 
Employer Pay Fee Basis 
59 E. Madison * Suite 1417 


SECRETARIAL 








PLACEMENT 
SPECIALISTS 


\ CEntral 6-5670 J 





Women 
Advertising Industry Publicity 
Airlines Magazines Radio-TV 
Fashion Book Publishing Wall Street 


30 Rockefeller Plaza—Suite 3030—Call CO 5-3988 








Employers Recommend 
ROLAND 
EMPLOYMENT SERVICE 


for high standards, excellent performance, 
and best job applicants. That's why they 
list their best jobs at 


ROLAND EMPLOYMENT SERVICE 








116 S. Michigan FRanklin 2-0320 





DENVER 





SECURITY EMPLOYMENT SERVICE 


“A Good Name to Remember” for the best in 
secretarial positions. Security for the applicant, 
security for the employer. No registration fee, 
very low rates. 


MRS. MARIE SMITH, Owner 
1312 Broadway KMEystone 4.7273 











NEW ORLEANS 








Secretarial positions with the finest 
firms in the Advertising, Publishing and 
Business Fields in Midtown—Radio 
City—Grand Central Area are avail- 
able through the Moran Agency. 


MORAN AGENCY, 545 Fifth Avenue (45th St.) 








- Where High-Grade Secretaries 
(4 & Top-Grade Positions 

| Hi, hinge? \ Have Met 
DW For More Than 25 Years 


Confidentially 
os Mon oway Miss Marion Steele 





Contact ..... 


CO 7-4540 











SAN FRANCISCO 





Planning Relocation? Contact 


A-1 EMPLOYMENT SERVICE 


1409 National Bank of Commerce Building 
New Orleans 12, Louisiana 





12 Years Same Management CAnal 4241 





Western Employers Service 
San Francisco's Largest 
NO FEE AGENCY 
Temporary and Permanent Jobs 


995 Market San Fran., Cal. 

















WELL-MOTIVATED 


SECRETARY IN DEMAND 


(Continued from page 7) 





called upon to represent her boss 
at meetings and _ social-business 
functions. The ability to know how 
to do the best possible job for the 
boss and the company at these 
functions is just one of the vari- 
ables I have mentioned. 

On the numerous occasions when 
I’ve asked executives if they prefer 
working with a secretary who has 
ambition and initiative, I’ve yet to 
be answered in the negative. The 
ability to go beyond the bounds 
of a job and to broaden one’s scope 
of the whole office operation makes 
a secretary as valuable to her boss 
as an executive assistant. As her 
knowledge of specific procedures 
increases, so, I find, does her office 
responsibility. One of our 


TODAY'S SECRE’ 


execu- 


TARY @ June, 1956 


tives told me that his secretary 
performs many important office op- 
erations for the simple reason that 
she can do these as expertly as 
he can. I am sure this is true in 
most offices today. Gone are the 
bosses of old who felt that they 
must “do everything themselves to 
be sure it was done right.” 

In trying to describe the type 
of person most in demand by boss- 
es, the words “well motivated” keep 
coming to mind. By well motivated 
[ mean one who has prepared her- 
self for her job by acquiring the 
skills of her profession, one who 
lives a socially and emotionally 
mature life, one who has an inter- 
est in the business in general and 

her own job in particular. 
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alive after five... thanks to her Remington Electric typewriter 


And no wonder— el 

the work— helps today’s smart 
women of letters turn out such 
truly beautiful work in so little 


time, with so little effort and so 


leasing to the b 


Driginals 





PRIZE-WINNING CLASSES IN: ESTERBROOK’S- 
1955-56 NATIONAL GREGG SHORTHAND CONTEST < 


Class A 
HIGH SCHOOL DIVISION School City Teacher 
First Prize Concord Sr. High School Concord, N. H. Mrs. Velma R. Rich 
Second Prize Brentwood High School Pittsburgh, Pa. Elizabeth A. Corcoran 
Class B 
HIGH SCHOOL DIVISION 
First Prize St. Joseph’s High School Lowell, Mass. Sister Saint-Matthieu, s.g.c. 
Second Prize St. Justin High School Pittsburgh, Pa. Sister M. Henrietta 
Class A 
COLLEGIATE DIVISION 
First Prize State Teachers College Bloomsburg, Pa. Walter S. Rygiel 
Second Prize North Carolina College Durham, N. C. John V. Turner 
Class B 
COLLEGIATE DIVISION 


First Prize Emily Griffith Denver, Colo. Lois M. Mergelman 
Opportuniiy School 


Second Prize Marymount College Tarrytown, N. Y. Mother M. Concepta, R.S.H.M. 
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The above have been selected by the independent contest judges as the 
most proficient shorthand classes in the nation. 


Watch the Esterbrook advertisements in this magazine for announcement 
of the 1956-57 contest. Or write Gregg Contest Manager, The Esterbrook 
Pen Company, Camden 1, N. J., for complete details and entry blank. 


No. 1555—The right point for the way 
you write Gregg shorthand. Instantly 
renewable at any pen counter! 





Gregg-Approved 
SHORTHAND PEN 
AND POINT 


THE ESTERBROOK PEN COMPANY, Camden 1, New Jersey 








